PHONG GD& DT TP. UONG BI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TH PHUONG NAM B Poc lap- Tw do - Hanh phic

PHAN CONG NHIEM VU
Ban Giam hiéu, gido vién, nhan vién truong Tiéu hoc Phwong Nam B
Thanh phé Uéng Bi - nim hoc 2024 — 2025
(Ban hanh keém theo Quyét dinh s6:161 /0P-THPNB ngay 07/11/2024
ciia Hidu trudng truong tiéu hoc Phwong Nam B)

I. TINH HINH PQI NGU

Tong s: 26 ddng chi, trong d6: Bién ché: 25 d/c; HD-TP: 01 d/c;

+ Nam: 0; Nir: 26 d/c; Pang vién: 17 d/c.

+ Trinh d¢ 1y luan chinh tri: Trung cap: 05 d/c; So cap: 12 d/c.

+ Trinh d0 chuyén mon, nghiép vu: Pai hoc: 26 d/c; Cao drfmg: 0

+ BGH: 03 dong chi (01 Hiéu truéng; 02 phé Hiéu trudng).

+ T6 cong tac: 03 t0, gom: 01 T Vin phong; 02 t6 Chuyén mén.

II. PHAN CONG NHIEM VU

A. Ban giam hi¢u

1. P/c Lé Thij Tuyét: Bi thw Chi b, Hiéu truéng, Chii tich Hoi dong truong

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

- Chi dao, bién ché, sip xép t6 chirc, quan Iy nhan sy CBGVNV, HS cic
16p trong truong.

- Chi dao cong tac tai chinh, diéu hanh str dung ngan sach dugc cap.

- Chi dao thyc hi¢n cong khai; Ché dd, chinh sa&ch CBGVNV va HS.

- Chi dao cong tac xay dung CSVC, khuén vién, canh quan, an ninh trat ty
nha trudng; xay dung ké hoach phat trién nha trudng, cong tac xa hoi hoa gido duc.

- Chi dao cong tac thu chi cac khodn thu thoa thuan, tw nguyén ngoai ngan sach.

- Phoi hop, giam sat hoat dong cua Ban dai dién CMHS trudng, cac 16p.

- Chi dao chung cong tac ban trd, cong tac chip hanh cac quy dinh phap
luat vé VSATTP. Tryc ban tra thir 2,4,5 hang tuan.

- Sinh hoat cung t6 4-5.

- Chi dao t6 vin phong; cong tac bao vé,vé sinh

- Day 2 tiét/tuan

2. P/c Tang Thi Hong Luyén: Phé Bi thu chi by, Phé Hi¢u truéng, Phé
Chii tich Hgi dong truong

Phu trach va chiu trach nhiém truwée Hiéu truwéng va lanh dao cip trén
vé cac nhiém vu sau:

- Phuy trach chi dao cong tac chuyén mon toan truong; phu trach xép thoi
khoa biéu, phan cong day thay, doi tiét day; ghi sO theo ddi chi tiét, day du.

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

- Phy trach t6 4+5.



- Phu trach ho so, bao cdo danh gia vién chirc, danh gia chuan hiéu truong,
danh gia chuan phé hiéu truong, danh gia chuan nghé nghiép GVTH.

- Phu trach phan mém Can b cong chire,vién chirc;ccve.quangninh.gov.vn

- Phu trach cong tac kiém dinh chét luong, cong tac truong CQG.

- 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 céo, phu trach chi dao cong tac chuyén mén ca trudng.

- Phuy trach cong tac BDTX, bdi dudng doi ngii CBGVNV.

- Phu trach cac ky thi hoc sinh ning khiéu, thi viét chit dep GV-HS, thi
GVCN gidi, GVG cac cap

- Kiém tra thyc hién ky ludt, ky cuong, dao duc cong vy, cac ndi quy nha
truong cia CBGVNV, HS; kiém tra nén nép, v¢ sinh ca budi sang va budi chiéu.

- Sinh hoat tai t6 CM 4,5; Day 4 tiét/tuan.

- Truc bén tr tht 3,5 hélng tuan.

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

- Chi dao, kiém tra, cong tac truc ban hang ngay cua GV - thu 3,5.

- Béo céo két qua thyc hién nhiém vu cong tic thang va phuong hudng
nhiém vu thang téi trude 20 hang thang.

- Thay mat HT khi dugc ay quyén.

3. P/c Nguyén Thi Minh: Phé Hi¢u truéng, Chi tich Cong doan

Phu trach va chiu trach nhiém truwée Hiéu truwéng va lanh dao cip trén
vé cac nhiém vu sau:

- Phu trach chi dao 6 CM 1,2,3.

- Phu trach cong tac kiém tra noi bo.

- Phu trach chi dao sinh hoat cac cau lac bd trong nha truong.

- Phu trach cong tac giao duc chinh tri-Cong tac hoc sinh-Céng tdc GDTC-
Thé thao-Y té trudng hoc.

- Phu trach cong tac Thi dua — Khen thudng

- Phu trach cong tac khuyén hoc.

- Phu trach cong tac Chir thap do.

- Phu trach cong tac quan Iy CSVC, cong tac Thu vién, Thiét bi.

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

- Phuy trach cong tac quan Iy va str dung SGK,, sach tham khao trong nha truong.

- Phy trach cong tac Hoc ba sd, chuyén dbi sb, tng dung cong ngh¢ thong
tin, théng tin tuyén truyén, cong tic quan tri phin mém, trang Web, trang
facebook cua nha trudng, bang chay chit dién tir: thong ké, téng hop, bao cdo cac
phan mém online: SMAS, CSDL nganh,..

- Phu trach cong tac cai cach hanh chmh ky cuong, dao dirc cong vu, phap
luat phap ché, thyc hién quy dinh vé day thém hoc thém, phong chéng tham
nhiing, phong chéng t6i pham, phong chay chira chay, phong chong lut bao, thién
tai, truong hoc an toan phong chong TNTT, phong chéng dudi nude, trudng hoc
dam bdo an toan, an ninh trat tgy, ATGT, cong tdc Chir thap dd, chi dao cong tac
Poan — Doi...



- Phu trach cong tac Phé cap gido duc tiéu hoc, hoc sin}l nghéo, h(;)c siph
khuyet tat. Theo doi 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; khudn vién cdy xanh, vuon hoa, cay
canh toan trudng.
- Phu trach thuong xuyén kiém tra thyc hién ky luat, ky cuong, dao duc
cong vu, cdc ndi quy nha truong cia CBGVNV, HS; kiém tra nén nép, vé sinh ca
budi sang va budi chiéu

- Day 4 tiét/tuan.

- Chi dao, kiém tra, dén dbc truc giao thong cong trudng, truc ban hang
ngay cua GV thu 2,4,6

- Sinh hoat tai t6 2-3.

- Bao cao két qua thyc hién nhiém vu cong tac thang va phuong hudng
nhiém vy thang t&i trude 20 hang théng.
- Thay mat HT khi dugc uy quyén.

B. Cac to cong tac

1. T6 chuyén mén 1+2+3

- Phu trach t6 (t6 trudng) va truc tiép chi dao khoi
1+2+3; Pho QTCD; Phu trach cong tac Doér} TN. ‘
- Xay dung ké hoach hoat dong chung cua t6 theo tuan,
thang, ndm hoc nham thyuc hién chuong trinh, ké hoach
Binh Thi Th day hoc va céc‘hoat dong gido duc khac. 7
L “,11, 3 trli’()'ngmn - Thyc hién boi dudng chuyén moén, nghiép vy, kiém
(Gido vién chii nhiém I6p 24) tra, danh gia chat luong, hiéu qua giang day, giao duc
va quan ly su dung sach, thiét bi ctia cac thanh vién
trong t0 theo ké hoach cua nha truong.
- Tham gia danh gia, xép loai gido vién theo quy dinh
chuan nghé nghiép gido vién tiéu hoc, xep loai BDTX
- T6 chuyén mon sinh hoat dinh ky hai tuan mot lan.
Bui Thi Hanh , CTA: A
2 (T4 phé 142+3) GVCN 16p 3B - Thu ky Hoi dong
3 Ding Thi Loan  |GVCN 16p 1A — Phy trach cong tic pho cap
4 Bui Thi Thanh GVCN 16p 1B — Truéng Ban thanh tra nhan dan
5 Pham Thi Lua GVCN 16p 1C — Phdi hop cong tac pho cap
6 | Nguyén Phwong Dung |GVCN 16p 2B
7 Ng6 Thi Tw GVCN lop 2C
8 Pham ThiNgoc  |GVCN 16p 3A — Quan 1y khin trai ban, coc chén...
9 | Pham Phuwong Thao |Gido vién My Thuét — Trang tri khanh tiét
10| Ping Hong Ngan  |Gido vién Bo mon khdi 1 (nghi thai san tir thang 11)




11 | Poan Thi Thu Trang |Gido vién B4 mon khdi 2, 3
2- T6 chuyén mén 4+5
- Phu trach t6 (t?) truong) va truc tiép chi dao khoi 4+5
- Phu trach phan mém SMAS
- Xay dung ké hoach hoat dong chung cua to theo tuan,
thang, ndm hoc nham thuc hi¢n chuong trinh, ké hoach
Cao H("ing Quy day hoc va céq hoat dong gido duc khac. ?
1 | CN16p 5A - T6 truéng 4,5 | Thuc hién boi dudng chuyén mon, nghi€p vu, kiém tra,
™ |danh gia chat luong, hiu qua giang day, gido duc va quan
ly str dung sach, thiét bi cua cac thanh vién trong t6 theo
ké hoach cta nha trudng. ’
- Tham gia danh gia, x&p loai gido vién theo quy dinh
chuén nghé nghiép giao vién tiéu hoc, xep loai BDTX
- T6 chuyén mon sinh hoat dinh ky hai tudn mét lan.
2 Trinh Thi Hai Thu |GVCN l6p 4A— Phu trach CNTT
3 Tran Thu Phwong  |GVCN 16p 4B - Quan 1y khan trai ban, coc chén...
4 Vii Thi Huwong GVCN lop 4C
5 |Nguyén Thi Anh Thwong|GVCN 16p 5B — On HSNK
6 Bang Thi Hién GV Am nhac + GDTC
7 | Nguyén Thi Thanh Hoa |GV Am nhac + TPTP + Tin hoc — phu trach loa may
8 | Poan Thi Khanh Hoa |GV tiéng Anh - On HSNK
9 Vii Thi Lién GV tiéng Anh - On HSNK
10 | To Thi Phuwong Thao [Gido vién B mon (Nghi thai san tir thang 11)
3. T6 Vin phong
- Xay dung ké hoach hoat dong chung cua to theo tudn,
thang, ndm nham phuc vu cho viéc thuc hién chuong
trinh va cac hoat dong gido duc khac cua nha truong.
- Luu trt ho so cua truong.
. ) . - T6 Van phong sinh hoat dinh ky 2 tuan/01 lan.
Doan Thi Thanh Hwong A . A 1o A .
H X - Thuc hién quy dinh hién hanh vé€ chirc nang, nhiém
1 To trweéng

(N/v Ké todan, Hanh chinh)

vu cta ké toan.
- Kiém tra, giam sat cac khoan thu, chi tai chinh, cac
nghia vu thu, ndp, thanh toan ng, kiém tra viéc quan 1y,
sir dung tai san va ngudn hinh thanh tai san; phat hién
va ngin nglra cac hanh vi vi pham phap luat vé tai
chinh, ké to4n.




5

- Cung cép xtr 1y théng tin, s6 liéu ké toan theo quy
dinh cua phap luat.

- Hang ngay nhan cong van va phéan loai cong vin,
tham muu cho Ianh dao xur ly cong van.

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

Vii Thi Thay
(Thur vién, Thiét b + Y té,
Thu quy)

- Xay dung ké hoach hoat dong thu vién — thiét bi theo tung]
thang, nam hoc.

- Quan 1y, bao quan tot hé thdng sach, thiét bi - thu vién theo
quy dinh. C6 du hd so va luu trit hd so theo quy dinh: S6 theo
doi ngudi muon, nguoi tra; sd ghi cac dau sach.
- Tham muu vé6i lanh dao nha trudng dé xay dung va trang bi
hé thong thiét bi; d6 dung day hoc, tai liéu sach, bao... tao diéu
kién thuan loi cho can bg, gido vién, nhan vién va hoc sinh.
- Thyc hién cong tac phdi hop y té trudng hoc; chim soc
stc khoe ban dau cho céan bo, gido vién, nhan vién va hoc
sinh; tuyén truyén phong chéng bénh dich theo mua (¢ du
h6 so cong tdc y té theo quy dinh).
- Thudng xuyén kiém tra cong tac ban tri; nha vé sinh cua
0140 vién, hoc sinh (c6 s6 ghi chép, theo ddi day du theo
ngay, tuan, thang).

- Thu va chi theo quy dinh.

- Quan 1y sb sach, tién mit theo quy dinh.

Ngoai chirc nang, nhiém vu néu trén, cac t6 chuyén mon, gido vién, nhan

Noi nhdn

- Céc d/c trong BGH (dé chi dao);
- Cac tb CM, VP (dé thuc hién);

- Luu VP.

vién s& thuc hién mot sb cong viéc khac do Phong gido duc, Ban giam hiéu va
cac cap c6 tham quyén ....phan cong, diéu dong./.

HIEU TRUONG

L& Thi Tuyét



