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

TRUONG MN YEN THANH Doc lap - Tw do - Hanh phic
Sb: 169/QD-MNYT Yén Thanh, ngay 01 thang 09 nim 2023
QUYET PINH

V/v phén cong nhi¢m vu di ngii CBQL, giao vién, nhan vién
Trwong Mam non Yén Thanh - Nam hoc 2023 - 2024

HIEU TRUONG TRUONG MAM NON YEN THANH

Can civ Ludt gido duc sé 43/2019/QH14 ngay 14/6/2019

Can cir Ludt vién chuc ngay 15 thang 11 nam 2010;

Can cir Théng tw s6 52/2020/TT-BGDDT ngay 31 thang 12 nam 2020 cua B¢
Gido duc va Pao tao ban hanh Piéu 1é trwong mam non;

Can cir Théng tw s6 48/2011/TT-BGDDT ngay 25 thang 10 nam 2011 cua Bo
Gido duc va Dao tao ban hanh Quy dinh vé cheé do lam viéc doi voi GV mam non,

Can cir Théng tw lién tich sé6 06/2015/TTLT-BGDPT-BNV ngay 16 thang 3
nam 2015 BQ Noi vu, B6 GD va BT: Quy dinh vé danh muc khung vi tri viéc lam va
dinh muc so luwong nguoi lam viéc trong cdc co so gido duc MN cong lap;

Can cir vao tinh hinh thyec té vé co cau ddi ngii ciia trieong Mam non Yén Thanh
nam hoc 2023 — 2024,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay ban phan coéng nhiém vu d6i véi
CBQL, gido vién, nhan vién truong mam non Yén Thanh.

Picu 2. CBQL, gi4o vién, nhan vién truong Mam non Yén Thanh co trach
nhiém thuc hién nghiézm tuc nhiém vu dugc phan cong, dong thoi phdi hop va ho
trg cac dong nghi¢p dé hoan thanh nhiém vy chung cua nha truong.

Piéu 3. CBQL, giao vién, nhan vién truong Mam non Yén Thanh va cac Ong,
Ba c6 tén tai Pidu 1 can cir quyét dinh thi hanh.

Quyét dinh nay c6 hiéu luc ké ngay ky./.

Noi nhdn:

- PGD&DT;

- Nhu Diéu 3 (t/hién);
- Luu: VT.




Phéin cong nhiém v

Truog(méthMbn)3

HoimeicCROL, gido vién, nhian vién

\

xanhiod 0287 2024

(Ban hanh kém theo Quyét d‘_i s6 169/ OD-MNYT ngay 01/9/2023
cua Hiéu truong truong mam non Yén Thanh)

A. TINH HINH POI NGU
Téong s6 CB, GV, NVLD: 33 dong chi

Trong do:

+ Nam: 02; Nir: 31; Pang vién: 24 (Du bi: 02)
+ Trinh d6 1y luan chinh tri: Trung cap: 06; So cap: 0

+ Trinh d§ chuyén mon, nghiép vu:

Pai hoc: 23; Cao Pang: 2; Trung cap: 01 niu an; So cap ndu an: 1;

Co cAu CB, GV, NV:

+ CBQL: 03 ddng chi (01 Hiéu truéng, 02 Pho hiéu trudng)

+ GV: 22 d6ng chi

+ Nhan vién: 8 dong chi (02 bién ché; 6 Hop ddng trudng)

+ T(X)ﬂ chuyén mon, van phong: 03 7tc;) (Qém: T6 Nha tré 24-36 thang va to MG
5-6 tuodi; To MG 3-4 tud6i va MG 4-5 tudi; TO van phong)

B. PHAN CONG NHIEM VU

1T

Ho va tén, chirc danh

Nhi€ém vu

| - CAN BQ QUAN LY

D/c: Trwong Thi Thuy Nga
Hi¢u truéng

- Chi dao, quan Iy chung toan truong.

- XD va t chire thuc hién KH nam hoc

- quéu hanh cac HD cua nha truong; Thanh 1ap va cu
t6 truong cac to chuyén mon, t6 hanh chinh, Thanh
1ap cac hoi dong trong trudng;

- Phén cong, quan ly kiém tra cong tac cia GV, NV,
de nghi khen thudéng ky luat va dam bao cac quyén lgi
cua GV, NV theo quy dinh cua Nha nudec.

- Quan Iy hanh chinh, tai chinh, tai sdn ctia nha truong.

- T6 chire thuc hién quy ché dan chu trong nha trudng
- Quan Iy tré em va cac hoat dong ctia tré do truong tb
chirc; nhan tré vao truong; xét duyét két qua, danh gia,
x€p loai tré theo cac ndi dung cham soc, gido duc tré
do BJ Gido dyc va DT quy dinh;




- D& xuét véi cip uy, chinh quyén dia phuong hodc
lanh dao co quan, doanh nghi€p chu quan truong;
Phéi hop voi cac luc lugng x3 hoi trong dia ban nham
huy dong moi nguén luc phuc vu cho viéc; cham soc,
gi4o dyc tré cua truong.

- Ngoai viéc thuc hién nhi€ém vu ctia hi€u truong, hi¢u
truong phai truc tiép tham gia cac hoat dong gido duc
(Day tré hodc du gio day tré cua gido vién trong
trudng) 02 gio trong mot tudn.

- Tham gia sinh hoat tai t6 Vian phong.

P/c: Nguyén Thi Tuyén
Pho hi¢u truéng

- Chi dao chuyén mon to Nha tré 24-36 thang va May|
gido 5-6 tuodi (bao gom céc hoat dong cd lién quan
dén cong tac chuyén moén nhu: phén cong chuyén
mon, xép lich du gid, quan Iy hd so hoc sinh..)

- Phy trach cong tac ban tra; vé sinh moi truong;
Cong tac y té truong hoc; An ninh co sé, ATGT,
TNTT. Cac phong trao thi dua, van nghé, TDTT,
ngay hoi, ngay 1&; Cong tac phd cap; Cong nghé
thdng tin; Quan 1i phu trach cac phan mém, Cong
tac hoc sinh; Quan li cac co sd tu thuc trén dia ban;
Cong tac kiém dinh chat luong va truong chuan
Quéc Gia;

- Luu trit ho so va thuc hién ché do bao co cap trén
vé céc linh vuce dugc phan cong;

- Ngoai viéc thuc hién nhi€ém vu cta pho hi¢u trudng,
pho hiéu trudng phai truc tiép tham gia cac hoat dong
gido duc (Day tré hodc du gid day tré cua gido vién
trong truong) 04 gid trong mot tuan.

- Thay mat Hiéu truong khi duge ty quyén.
- Tham gia sinh hoat chuyén mén to Nha tré 24-36
thang va Mau gido 5-6 tudi.

D/c: LLé Thi Thu Ha
Pho hiéu trwéng

- Chi dao chuyén mon khoi Mau gido 3-4 va MG 4-
5 tudi (bao gom cac hoat dong co lién quan dén cong
tac chuyén moén nhu: phan cong chuyén mén, xép
lich du giod, quan ly hd so hoc sinh, hd so chuyén
mon...).

- Phu trach co s& vat chat; Cong tac kiém tra ndi bo
truong hoc; Cong tac PCCC; Cong tac kiém dinh
chat luong va truong chuin Quéc Gia; Hoi cha me
hoc sinh.

- Luu trit hd so va thuc hién ché do bao céo cap trén
Vé cac linh vuc dugc phan cong;

- Ngoai vi¢c thuc hién nhiém vu cua pho hi¢u truong,
pho hi€u trudng phai truc tiép tham gia cac hoat dong
gid0 duc (Day tré hoac du gio Qay tré cua gido vién|

trong truong) 04 gid trong mot tuan.




- Thay mat Hi€u trudng khi duoc uy quyén.
- Tham gia sinh hoat t6 chuyén moén MG 3-4 tudi
va MG 4-5 tuoi.

Il - TO CHUYEN MON VA GIAO VIEN, NHAN VIEN

P/c: Hoang Thi Tuyét
Té trudng to NT 24-36
thang- va MG 5-6 tuoi

- Chi1 nhiém 16p Mau gido 5-6 tudi A3

- Chi dao trién khai hoat dong t6 chuyén mon.

- X4y dung ké hoach hoat dong chung ctia to Nha tré
24-36 thang va MG 5-6 tudi theo tuan, thang, nim
hoc nham thuc hién chuong trinh, ké hoach nuoi
dudng, cham soc, gido duc tré va cac hoat dong gido
duc khac;

- Thuc hién boi dudng chuyén mon, nghiép vu, kiém|
tra, danh gia chat lugng, hiéu qua cong tac nuoi
dudng, cham séc, gido duc tré va quan ly st dung tai
lidu, d6 dung, d6 choi, thiét bi GD ciia cac thanh vién|
trong t0 theo ké hoach cua nha truong;

- Tham gia danh gi4, xep loai gido vién theo Chuan
nghe nghiép giao vién mam non;

- bé xuat khen thuong, ky luat gido vién.

- Chu tri hop t0 chuyén mon sinh hoat dinh ky it nhat
hai tudn mot 1an.

P/c: Pham Thi Thu Hing
To trudng to MG 3-4 tudi
va MG 4-5 tuéi

- Chil nhiém 16p Mau gido 4-5 tudi Al

- Chi dao trién khai hoat dong t6 chuyén mon.

- Xay dung ké hoach hoat dong chung cua t6 MG 3-
4 tudi va MG 4-5 tudi theo tuan, thang, nam hoc
nham thuc hién chuong trinh, ké hoach nudi dudng,
cham séc, gido duc tré va cac hoat dong giao duc
khéc;

- Thuc hién bdi dudng chuyén mén, nghiép vu, kiém
tra, danh gia chat luong, hiéu qua cong tac nudi
dudng, cham séc, giao duc tré va quan ly sir dung tai
lidu, d6 dung, d6 choi, thiét bi GD cuia cac thanh vién
trong t0 theo ké hoach ctia nha truong;
- Tham gia danh gia, xep loai gido vién theo Chuan
nghe nghiép giao vién mam non;

- Pé xuat khen thuong, ky luat gido vién.

- Chu tri hop t6 chuyén mén sinh hoat dinh ky it nhat
hai tuAn mot 1an.

P/c: Tran Thi Hai
To phé to NT 24-36 thang-
va MG 5-6 tuoi

- Chu nhiém 16p Nha tré 24-36 thang
- Cung t6 trudng CM chi dao trién khai hoat dong
t6 chuyén mén (T6 24-36 thang + MG 5-6 Tubi).

- Xay dung ke hoach hoat dong Nha tré 24-36 thang
tudi theo tuan, thang, nim hoc nham thyc hién
chuong trinh, ké hoach nudi dudng, chim soc, gido

duc tré va cac hoat dong gido duc khac;




- Thuc hién boi dudng chuyén mén, nghiép vu, kiém
tra, danh gia chat luong, hiéu qua cong tic nudi
dudng, cham séc, giao duc tré va quan ly st dung tai
lidu, @ dung, d6 choi, thiét bi GD ciia cac thanh vién|
trong tO theo ké hoach cua nha truong;
- Tham gia danh Qia, xep loai gido vién theo Chuan|
nghe nghiép giao vién mam non;

- Dé xuit khen thuong, ky luat gido vién.
- Chu tri hop t6 chuyén mon sinh hoat dinh ky it nhat
hai tuAn mot 1an.

D/c: Pham Thi My
T6 pho t6 MG 3-4 tudi va
MG 4-5 tudi

- Chil nhiém 16p MG 3-4 tudi Al

- Cung to truong CM lap ké hoach, chi dao trién
khai hoat dong t6 chuyén mén.

- Xay dung ké hoach hoat dong khdi l6p MG 3-4
tudi + MG 4-5 tudi theo tuan, thang, nam hoc nham
thuc hién chuong trinh, ké hoach nubi dudng, cham
soc, gido duc tré va cac hoat dong gido duc khac;

- Thuc hién bdi dudng chuyén mén, nghiép vu, kiém
tra, danh gia chat luong, hiéu qua cong tac nudi
dudng, cham séc, giao duc tré va quan ly sir dung tai
liéu, 46 dung, do choi, thiét bi GD cuta cac thanh vién
trong to theo ké hoach cua nha truong;
- Tham gia danh gia, xep loai gido vién theo Chuan
nghe nghiép giao vién mam non;

- Bé xuat khen thuong, ky luat gido vién.
- Chu tri hop t6 chuyén mén sinh hoat dinh ky it nhat
hai tuAn mot lan.

P/c: Lé Thi Van
Giao vién

- Chu nhiém 16p Mau gido 5-6 tudi Al
- Bao v¢€ an toan strc khoe, tinh mang cia tré em trong
thoi gian tré em ¢ nha truong.

- Thuc hién cong tac nudi dudng, cham soc, gido duc
tré 5-6 tudi theo chuong trinh GDMN: Lap ké hoach
cham séc, gido duc; Xay dung moi truong gido duc,
td chirc cac hoat dong nudi dudng, cham soc, gido
duc tré; Panh gia va quan ly tré em; Chiu trach
nhiém veé chat lugng nuoi dudng, cham soc, giao duc
tré em; Tham gia cac hoat dong cua td chuyén mon,
cua nha truong.

P/c: Nguyén Thi Hoa
Giao vién

- Chil nhiém 16p Mau gido 4-5 tudi A3

- Bao v¢€ an toan strc khoe, tinh mang cua tré em trong
thoi gian tré em ¢ nha truong.

- Thyuc hién cong tdc nudi dudng, cham soc, gido duc
tré 5-6 tudi theo chuwong trinh GDMN: 1ap ké hoach|
cham soc, gido duc; Xay dung moi truong gido duc, t6
churc cac hoat dong nuoi dudng, cham soc, gido duc

tré; Panh gia va quan 1y tré em; Chiu trach nhiém vé




chat lugng nudi dudng, cham soéc, GD tré em; Tham
gia cac hoat dong cia to chuyén mon, cua nha truong.

10

D/c: Bui Thi Lam
Giao vién

Cha nhiém 16p Mau gido 5-6 tudi A2

- Bdo v¢ an toan strc khoe, tinh mang cua tré em trong
thoi gian tré em & nha truong.

- Thuc hién cong tac nudi dudng, chdm soc, gido dug
tré 5-6 tudi theo chuong trinh GDMN: Lap ké hoach)
cham soc, gido duc; Xay dung moi truong gido duc,
td chirc cac hoat dong nuodi dudng, cham sdc, gido dug
tré; Panh gia va quan 1y tré em; Chiu trach nhiém vé
chat luong nudi dudng, chiam soc, gido duc tré em;
Tham gia cac hoat dong cua t6 chuyén mon, cua nha
truong.

11

D/c: Db Thi Ha
Giao vién

- Chii nhiém 16p Mau gido 5-6 tudi A2

- B4do v¢ an toan strc khoe, tinh mang cua tré em trong
thoi gian tré em ¢ nha truong.

- Thuc hién cong tac nudi dudng, cham soc, gido dug
tré 5-6 tudi theo chuong trinh GDMN: Lap ké hoach|
cham soc, gido duc; Xay dung mdi truong GD, to
chirc cac hoat dong nuoi dudng, cham soc, gido duc
tré; Panh gia va quan 1y tré em; Chiu trach nhiém vé
chat lugng nudi dudng, CSGD tré em; Tham gia cac
hoat dong ctia to chuyén mén, ctia nha trudng.

- HO tro gido duc khuyét tat
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P/c: Nguyén Thi Trang
Giao vién

- Chu nhiém 16p Mau gido 5-6 tudi A3

- Bao v¢€ an toan strc khoe, tinh mang cta tré em trong
thoi gian tré em ¢ nha truong.

- Thuc hién cong tac nudi dudng, cham soc, GD tré 5-
6 tudi theo chuong trinh GDMN: 1ap ké hoach cham|
soc, GD; Xay dung méi trudng GD, t6 chirc cac hoat
dong nuoi dudng, cham séc, gido duc tré; Panh giad va
quan 1y tré¢ em; Chiu trach nhi¢m vé chit lugng nuodi
dudng, cham séc, giao duc tré em; Tham gia cac HD,
ctia tO chuyén mén, ciia nha trudng,

13

P/c: Nguyén Thi Huong
Giang
Giao vién

- Chi1 nhiém 16p Mau gido 4-5 tudi Al

- Bdo v¢ an toan strc khoe, tinh mang cuia tré em trong
thoi gian tré em ¢ nha truong.

- Thuc hién cong tac nudi dudng, cham soc, gido duc
tré 5-6 tudi theo chuong trinh GDMN: 1ap ké hoach
cham soc, gido duc; Xay dung moi truong gido duc, t6
chuc cac hoat dong nudi dudng, cham soc, gido duc
tré; Panh gia va quan 1y tré em; Chiu trdch nhiém vé
chat lwong nudi dudng, cham soc, gido duc tré em;
Tham gia cac hoat dong cua to chuyén mon, cia nhaj

truong.
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D/c: Nguyén Thi Pinh
Giao vién

- Chil nhiém 16p Mau gido 4-5 tudi A2

- Bdo v¢ an toan surc khde, tinh mang ctia tré em trong
thoi gian tré em ¢ nha truong.

- Thyuc hién cong tdc nudi dudng, cham soc, gido duc
tré 4-5 tudi theo chuong trinh GDMN: 1ap ké hoach
cham soc, gido duc; XD moi trudong gido duc, t6 chirc
cac hoat dong nudi dudng, cham soc, giao duc tré;
Panh gia va quan 1y tré em; Chiju trach nhiém vé chat
luong nudi dudng, cham séc, gido duc tré em; Tham
oia cac hoat dong cuia to chuyén mon, clia nha trudng.
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D/c: Ngo Thi Kim Luy
Giao vién

- Chil nhiém 16p Mau gido 4-5 tudi A2

- Bdo v¢ an toan suc khde, tinh mang ctia tré em trong
thoi gian tré em ¢ nha truong.

- Thuc hién cong tac nudi dudng, cham soc, gido duc
tré nha tré 3-4 tudi theo chuwong trinh GDMN: 1ap ké
hoach cham soc, gido duc; Xay dung mdi truong gido
duc, to chuc cac hoat dong nudi dudng, cham soc,
gido duc tré; Panh gia va quan ly tré em; Chiu trach
nhiém vé chat luong nudi dudng, chim soc, gido duc
tré em; Tham gia cac hoat dong ciia t6 chuyén mén,
cua nha truong,.

16

D/c: Nguyén Thi Duyén
Giao vién

- Chi1 nhiém 16p MG 4-5 tudi A3.
- Bdo v¢ an toan strc khoe, tinh mang cua tré em trong
thot gian tré em ¢ nha truong.

- Thuc hién cong tdc nudi dudng, cham soc, giao
duc tré MG 3-4 tu6i theo chuong trinh GDMN: 1ap
ké hoach cham séc, gido duc; Xay dung moi truong
gido duc, td chirc cac hoat dong nudi dudng, cham
soc, giao duc tré; Panh gid va quan 1y tré em; Chiu
trach nhiém vé chét luong nudi dudng, chim soc,
gido duc tré em; Tham gia cac hoat dong cua td
chuyén mon, ciia nha truong.

17

P/c: Nguyén Thi Thay
Giao vién + kiém phu trach
thu vién

- Chu nhiém 16p MG 3-4 tu6i A2
- Bao v¢€ an toan stc khoe, tinh mang cua tré em trong
thoi gian tré em ¢ nha truong.
- Thuc hién cong tac nuoi dudng, CSGD tré MG 4-5
tudi theo chuwong trinh GDMN: Tham gia cic hoat
dong ctia t6 chuyén mén, ctia nha trudng
- Thuc hién viéc xay dung thu vién than thién. Cung
ung sach, bao, tap chi cho hoc sinh. CBGV. bang ki,
muon tra sich cia CBGV nha trudng. Chuan bi hd

so vé thu vién. xay dyng thu vién theo ké hoach.
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D/c: Bui Thi Mién
Giao vién

- Chil nhiém 16p Mau gido 3-4 tudi Al

- Bdo v¢ an toan surc khde, tinh mang ctia tré em trong
thoi gian tré em ¢ nha truong.

- Thyuc hién cong tdc nudi dudng, cham soc, gido duc
tré 3-4 tudi theo chuong trinh GDMN: 1ap ké hoach
cham soc, gido duc; Xay dung moi truong gido duc, t6
chure cac hoat dong nudi dudng, cham soc, gido duc
tré; Panh gia va quan ly tré em; Chiu trach nhiém vé
chét luong nudi dudng, cham soc, gido duc tré em;
Tham gia cac hoat dong cta to chuyén mén, ctia nh|
truong.

19

D/c: Phun Thi Tra Mi
Giao vién

- Chil nhiém 16p Mau gido 3-4 tudi Al

- Bdo v¢ an toan suc khde, tinh mang ctia tré em trong
thoi gian tré em ¢ nha truong.

- Thyc hién cong tac nudi dudng, cham soc, gido duc
tré 3-4 tudi theo chuong trinh GDMN: 13p ké hoach|
chim soc, gido duc; Xay dung méi truong gido duc, to
chure cac hoat dong nuoi dudng, cham soc, gido duc
tré; Panh gid va quan 1y tré em; Chiu trach nhiém vé
chét luong nudi dudng, cham soc, gido duc tré em;
Tham gia cac hoat dong ciia t6 chuyén mon, ciia nh|
truong.
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P/c: Vii Thi Thu Huyén
Giao vién

- Chu nhiém 16p Mau gi&o 3-4 tudi A2

- Bao v€ an toan strc khoe, tinh mang cua tré em trong
thot gian tré em ¢ nha truong.

- Thyc hién cong tac nudi dudng, cham soc, gido duc
tré 4-5 tudi theo chuong trinh GDMN: 1ap ké hoach|
cham soc, gido duc; Xay dung moi truong gido duc, t6
chure cac hoat dong nuoi dudng, cham soc, gido duc
tré; Panh gid va quan 1y tré em; Chiu trach nhiém vé
chat luong nudi dudng, cham soc, gido duc tré em;
Tham gia cac hoat dong ciia t6 chuyén mon, ciia nh|
truong.

21

D/c: Dao Thi Thanh
Giéo vién

- Chu nhiém 16p Nha tré 24-36 thang Al

- Bdo v¢ an toan strc khoe, tinh mang cuia tré em trong
thot gian tré em ¢ nha truong.

- Thyuc hién cong tac nudi dudng, chdm soc, gido duc
tré Nha tré 24-36 thang theo chuong trinh GDMN: 1ap
ké hoach cham soc, gido duc; XDMT GD, t6 chirc cac
hoat dong nudi dudng, cham soc, giao duc tré; Panh
gia va quan ly tré em; Chiu trach nhiém vé chét luong
nuoi dudng, cham soc, GD tré em; Tham gia cac hoat]

dong cua t6 chuyén mon, cia nha trudng.
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D/c: Nguyén Thi Thu
Hwong

Giao vién

- Chu nhiém 16p Nha tré 24-36 thang Al

- Bdo v¢ an toan surc khde, tinh mang ctia tré em trong
thoi gian tré em ¢ nha truong.

- Thuc hién cong tac nuoi dudng, cham soc, GD tré
Nha tré 24-36 thang theo chuong trinh GDMN: 1ap ké
hoach cham soc, gido duc; XDMT GD, t6 chirc cac
hoat dong nuo6i dudng, cham soc, GD tré; Panh gia va
quan 1y tré¢ em; Chiu trach nhi¢m vé chat lugng nuodi
dudng, cham soc, GD tré em; Tham gia cac hoat dong
ctia to chuyén mén, ctia nha truong.

23

D/c: Dang Thanh Nga
Giao vién

Cht nhiém 16p Nha tré 24-36 thang A2

- Bao v€ an toan stc khoe, tinh mang cuia tré em trong
thoi gian tré em ¢ nha truong.

- Thyc hién cong tdc nudi dudng, cham séc, GD tré
Nha tré 24-36 thang theo chuong trinh GDMN: 1ap ké
hoach cham soc, gido duc; XDMT GD, t6 chirc cac
hoat dong nuo6i dudng, cham séc, GD tré; Panh gia val
quan 1y tré em; Chiu trach nhiém vé chat luong nudi
dudng, cham soc, GD tré em; Tham gia cac hoat dong
ctia to chuyén mon, cia nha truong.

24

P/c: Pham Thi Huyén
Trang

Cht nhiém 16p Nha tré 24-36 thang A2

- Bdo v¢ an toan strc khoe, tinh mang cuia tré em trong
thot gian tré em & nha truong.

- Thyc hién cong tdc nudi dudng, cham séc, GD tré
Nha tré 24-36 thang theo chuong trinh GDMN: 1ap ké
hoach cham soc, giao duc; XDMT GD, td chirc céc
hoat dong nuo6i dudng, cham séc, GD tré; Panh gia val
quan 1y tré¢ em; Chiu trach nhiém vé chat luong nuodi
dudng, cham soc, GD tré em; Tham gia cac hoat dong
ctia to chuyén mon, ciia nha truong,
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D/c: Dang Thi Phwong
Giao vién

Chu nhiém 16p Nha tré 24-36 thang A2

- Bdo v¢ an toan strc khoe, tinh mang cuia tré em trong
thot gian tré em ¢ nha truong.

- Thyc hién cong tdc nudi dudng, cham séc, GD tré
Nha tré 24-36 thang theo chuong trinh GDMN: 1ap ké
hoach cham soc, giao duc; XDMT GD, td chirc cac
hoat dong nuoi dudng, cham soc, GD tré; Panh gia vaj
quan 1y tré¢ em; Chiu trach nhi¢m vé chit lugng nuodi
dudng, cham soc, GD tré em; Tham gia cac hoat dong
ctia to chuyén mon, ctia nha trudng,
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P/c: Nguyén Thi Lan Anh
ToO trwémng to van phong

Nhan vién Y té - Thi quy

- Lap ké hoach va chi dao trién khai cac hoat dong
ctia to van phong.

- Xay dung ké hoach hoat dong Y té cho nam hoc,
trinh 1anh dao phé duy¢t va to chire thuc hién.

- So ctru va xir 1y ban dau cac bénh thong thuong,

quan 1y ti thude va dung cu y té.




- To chirc thyc hién kham sirc khoé dinh ky, quéan ly
ho so stc khoé hoc sinh, gido vién.

- T6 chure cac chuong trinh Y té dugc dua vao truong
hoc.

- Phoi hop tam Y té phuong thyuc hién cong tac tuyén
truyén phong chéng dich bénh cho tré.

- Kiém cong tac thu quy.

D/c: Vii Thi Ngoc

- Phu trach kiém tra, giam sat cac khoan thu, chi tai
chinh; ki€m tra viéc quan 1y, str dung tai san va ngudn

27 | Nhan vién K¢ toan - Vi ) gtal s
anvien thfr Oam = VAR - inh thanh tai san; lam luong; tinh khau phan an cho tré,
- Ki€ém cOng tac van thu.
P/c: Nguyén Thi Huong | Lam cong tac chdm soc dinh dudng cho cac chau,
28 Giang nau an, rua bat, don VS trong va ngoai khu vuc bep.
Nhan vién cap dudng - Thuc hién cac cong tac khac do Hi€u truéng diéu
dong.
DJe: Vii Thi Thém - }a{n CO}’lg t'flC cham soc¢ dinh Eiu:ong_cho cac Chleu,
29 Nhan vien cép dwing nau an, rira bat, don VS trong va ngoai khu vuc bep.
- Thuc hién cac cong tac khac do Hiu truong diéul
dong.
B/c: Truong Thi Hidn [ %arvn 00}1g tE,lC cham soc dinh fluong_cho cac Chz;}u,
30 Nhan vién cip dusn hau an, rtra bat, don VS trong va ngoai khu vuc bép.
p & - Thuc hién cac cong tac khac do Hiéu trudng dicu
dong.
31 P/c: P6 Pirc Ly - Bao vé tai san Nha truong, 16p hoc
Nhan vién Bio vé
32 | D/c: Hoang Vin Quynh |- Bao v¢ tai san nha truong, 16p hoc
Nhan vién Bao vé
33 D/c: Pham Thi Tam - Lam cong tac v¢ sinh truong hoc

Nhan vién v¢€ sinh

Ngoai chirc nang, nhiém vu néu trén, khi can thiét cac Phé hiéu trudng va giéo
vién, nhan vién s¢ thuc hién mot s6 cong viéc khac do Hiéu trudng phan cong.
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