PHONG GD&DPT UONG BI CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TH LY THUONG KIET Péc lap - Tw do - Hanh phic
Sb: 278/QP - THLTK uéng Bi, ngay 1 thdng 9 niam 2024
QUYET PINH

V/v: Phan cong nhiém vu cho can b9, gido vién, nhan vién
nam hoc: 2024- 2025

HIEU TRUONG TRUONG TIEU HQC LY THUONG KIET

Cin ¢ chirc ning, quyén han cua Hiéu trudng theo Diéu 18 truong Tiéu hoc duge ban
hanh theo Thong tu s6 28/2020/TT-BGDDT ngay 04/09/2020 cta B Gido duc & Dao tao.

Can ct Thong tu s6 28/2009/TT-BGDPT ngay 21 thang 10 nam 2009 ban
hanh quy dinh vé ché d6 1lam viéc ddi véi gido vién phd thong;

Can ¢t vao tinh hinh thyc té ciia nha trudong nam hoc 2024- 2025;

Xeét nang lyc va kha nang cong tac ctia can b, giao vién, nhan vién.

QUYET PINH:

Picu 1. Phan cong nhiém vu cho can bg, gido vién, nhan vién trong nha
treong nam hoc 2024-2025 (co danh sdach phan cong cu thé kem theo).

Piéu 2. Can bo, gido vién, nhan vién trong nha trudng can ctr vao nhi¢ém vu
cu thé duoc phan cong co6 trach nhiém xay dung ké hoach hoat dong va thuc hién
ké hoach cho phu hop véi dac thu cong viéc duge giao.

Piéu 3. Cac ong (ba) trong Ban giam hiéu, cac to chuyén mon, cic to chirc
doan thé trong truong va nhiing nguoi ¢o tén tai Piéu 1 chiu trach nhiém thi hanh
quyét dinh nay.

Quyét dinh c6 hiéu luc ké tir ngay ky.

Noi nhd{z:
- Nhu diéu 3;
- Luu VT.
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PHAN CONG NHIEM VU

Can b, giao vién, nhin vién nha trwong nam hoc 2024 — 2025
(Kem theo Quyét dinh s6:278 /OP ngay 1 thang 9 nam 2024 cua Hiéu truong

triong Tiéu hoc Ly Thuong Kiét)

I. Phan cong nhiém vu Ban giam hi¢u

TT

Ho va tén, chirc
danh

Nhiém vu

b/C: Ngo Thi
Hue- BT chi bg;
Hiéu truéng

- Chi dao chung tt ca cc hoat dong cta nha trudng.

- Chi daocong tac Pang , cong tac t chic nhan su

- Chi dao cong tac tai chinh, diéu hanh sir dung ngén sach duogc cap.

- Chi dao thyc hién cong khai; Ché d0, chinh sach CBGVNV va HS.

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

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

- Phoi hop, giam sat hoat dong cua Ban dai dié¢n CMHS trudng,
cac 1op.

- T6 chirc danh gia vién chtrc cubi nam.

- Tryc ban trt tht 2 hang tudn( Theo KH ban tra)

- Thyc hién day 2 tiét/tuan .

- Tham gia sinh hoat chuyén mén tai to 1.

P/C: Nguyén
Thi Duyén -
Ph6 HT- CTCD

- Chiu trach nhiém trude Hi¢u trudng va lanh dao cép trén vé céac
nhiém vu sau:

+ Phy trach chi dao chuyén mén, nén nép gido vién va hoc sinh
khbi 4,5

+ Phu trach cong tac pho cap gido duc tiéu hoc

+ Phu trach cong tac to chirc kiém tra dinh ky, nghiém thu ban giao

hoc sinh, HO so Hoan thanh chuong trinh tiéu hoc.

+ Phu trach cong tac kiém dinh chat luong. cong tac truong Chuan

Qudc gia.
+ Phu trach cong tac khuyén hoc, chir thap do trong nha trudng.

+ Phu trach cong tic co s& vat chat.

+ Phu trach cong tac hoc sinh nghéo, hoc sinh khuyét tat.

+ Quan li phu trach cong tac thu vién, TBDH

+ Cong tac kiém tra noi bd

+ Thuc hién day 4 tiét /tudn.

+ Tham gia sinh hoat chuyén mon tai t(;)‘ 4,5.

+ Phu trdch cong tac ban tra, quan ly né nép ban trt, gio nghi trua

ctia hoc sinh ban tr(, kiém tra vé sinh an toan thuc phém.

+ Tryc ban tra thir hang tuan( Theo KH bén tr)
* Cong tac cong doan:Chi dao thyc hién cong tdc Cong doan.

+ Xay dung céac ké hoach, bao céo cong tac Cong doan.




3

+ T(f) chtrc cac HNCP, cung cap thong tin vé ché d6 chinh sach,
quyén loi ciia doan vién CD.

+ Thyc hién cac nhiém vu khac do Hi¢u truéng phan cong.

+ Thay mit Hiéu trudng khi duoc ty quyén.

P/C: Bui Thi
Thu Thiy -
Pho HT

- Chiu trach nhiém trude Hi¢u trudng va lanh dao cép trén vé cac
nhiém vu sau:

+ Phuy trach cong tac Pang, hd so cong tic Pang, cong tac phat

trién Dang.

+ Phu trach cong tdc HSSV( cong tac tu tudng chinh tri, cong tac
giao duc thé chét- thé thao- Y té truong hoc, an toan thuc phém, day
thém hoc thém, phong chéng tham nhiing, phong chéng t6i pham,
phong chay chita chay, phong chdng lut bio, thién tai, trudng hoc
an toan phong chéng TNTT, phong chéng dudi nudc, truong hoc
dam bao an toan, an ninh trat ty, ATGT. phap luat, phap ché,....)

+ Phu trach cac HDNK

+ Kiém tra thuc hién ky luat, ky cuong, dao duc cong vu, cac ndi
quy cua CBGVNV.

+ Phu trach xép thoi khoa biéu, phan cong day thay, doi tiét day;
ghi s6 theo dai chi tiét, day du.

+ Phu trach tham muu xay dung KH gido duc nha truong.

+ Phu trach chi dao chuyén mon, nén nép giao vién va hoc sinh khéi
1,2,3. Phu trach cong tac tuyén sinh. Tong hop cac bao cao chuyén
mon ca truong.

+ Phu trach cong tac bdi dudng hoc sinh nang khiéu.

+ Phu trach cac ky giao luu, Olympic Van Toan, Tiéng Anh, thi

viét chir dep GV-HS.

+ Phu trach cong tac thi dua, khen thudng.

+ Phuy trach cong tac chuyén dbi sb, CNTT ( trang Web, cac phan
mém: Temis ; taphuan.csdl.edu.vn; CCVC...)

+ Phuy trach cong tac BDTX.

+ Phy trach danh gia chuan hiéu truong, danh gia chuin pho hiéu
truong, danh gia chuan nghé nghiép GVTH.

+ Phuy trach cong tac quan 1y va st dung SGK trong nha truong.

+ Thyc hién day 4 tiét /tuan.

+ Truc béan tri tht hang tuan( Theo KH ban tra)

+ Thuc hién cadc nhiém vu khac do Hiu trudng phan cong.

+ Tham gia sinh hoat chuyén mén tai to 2,3.

+ Thay mat Hiéu trudng khi dugc ty quyén.
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I1. Phan cong nhiém vu giao vién, nhan vién

Té 1 (15 d/c)

STT

Ho va tén

Nhi€m vu dwoc giao

P/c: Tran Thi Hoai Xuyén

- (3140 vién van hoa

- Gido vién chu nhiém l6p 1A3.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai to 1.

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

D/c: Pham Thi Thuy

- (3140 vién van hoa

- Gido vién chu nhiém 16p 1AS.

- Day 20 tiét/tuan.

- Nhom trudng tiéu chuan 3 cong tac kiém dinh

- Sinh hoat chuyén mon tai t6 1.

-Thyc hién cac nhi¢ém vu khac khi Hi¢u truéng phan cong.

P/c: Thai Thi Nghia

G140 vién van hoa

- Gido vién chd nhiém 16p 1AL

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai to 1.

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

D/c: Pao Thi Dung
Té trudng to 1;Gido vién vin
héa; T6 truéng CD

- Gido vién chu nhiém 16p 1A4.

- Xay dung ké hoa‘ch hoat dong chung cua to the;o tuan,
thang, nam hoc nham thuc hién chuong trinh, ké hoach
day hoc va hoat dong gido duc;

- Thuc hién phan cong nhi€ém vu cho céac thanh vién trong t6.

- Thuc hién bdi dudng chuyén mon, nghiép vu, kiém tra,
danh gia chat lugng, hiéu qua giang day, gido duc va quan

1i sir dung sach, thiét bi ciia cac thanh vién trong to theo ké
hoach cua nha truong.

- Tham gia danh gia, xép loai giao vién theo quy dinh
Chuan nghé nghiép giao vién tiéu hoc;

- Thuc hién cac bao cdo, théng ké theo yéu cau cua Ban
giam hi¢u;

- T6 chitc cac chuyén dé, thao giang, hoat dong ngoai khoa,
ngoai gio 1én 10p cua to;

- T6 chuc sinh hoat chuyén mén t6 dinh ky it nhat 2
lan/thang.

- Chju trach nhiém truéc Hiéu truong vé hoat dong chuyén
moén cua to.

- Day 17 tiét/tuan.

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

P/c: Nguyén Thi Nga

G140 vién van hoa

- Gido vién chu nhiém l6p 1A2.

- Day 18 tiét/tuan.

- Sinh hoat chuyén mon tai t6 1.

- Kiém nhiém hd trg cong tac khuyén hoc

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

P/c: Lwong Thi Yén

G140 vién van hda

- Day bd mon 20 tiét/tuan.
- Sinh hoat chuyén mon tai to 1.
- Ki€ém nhiém ho tr¢g cong tac chir thap do
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- Thuc hién cac nhiém vu khac khi Hi¢u trudng phan cong.

P/c: Nguyén Thi Hong
Nhung
GV M1 thuat

- Day 21 tiét/tuan Mo6n Mi thuat khéi 1,4,5; BDMTL.

- Sinh hoat chuyén mon tai to 1.

- Phu trach CLBMT, thanh vién t6 CNTT

-Thuc hi€n cac nhi€ém vu khéc khi Hi¢u trudng phan cong.

P/c: Pong Thi Thity Lién
GV Mi thuat

- Day 22 tiét/tuan M6n Mi thuat khéi 3,4,...

- Sinh hoat chuyén mon tai to 1.

- Phu trach CLBMT

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

P/c :Nguyén Thi Thanh
Hwong
Gido vién am nhac
T6 phé CM T1

- Day 22 tiét/tudn mon Am nhac K4, K5.

- Phu trach phong NT

- Phu trach x4y dung va to chire tip luyén cac chuong trinh
van ngh¢ cia GV - HS.

- Cung to trudng hoan thanh cac hd so t6. Thu ky 0.

- Thyc hién moi cong viéc cua to khi td truong ving.

- Thu ky hoi dong kiém dinh

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

10

P/c :Pinh Thi Trang Nhung
Giao vién am nhac

- Day 21 tiét/tuan mén 4m nhac K1,2,3

- HO tro phu trach xdy dung va t6 chiic tap luyén céc
chuong trinh van nghé ciia GV - HS.

- T6 truong t6 CNTT

- Sinh hoat chuyén mon tai to 1.

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

11

D/c: Pham Thi Quy
Giao vien TD

- Day 22 tiét/tuan mén Thé duc K2,4

- Phu trach CLB TDTT

- Sinh hoat chuyén mon tai to 1.

- Thyc hién cac nhiém vu khac khi Hi¢u truéng phan cong.

12

D/c: Bui Thi Mai Lan
Giao viéen TD

- Day 22 tiét/tuan mon Thé duc K1, 5

- Phu trach céng tdc GDTC; CLB TDTT

- Sinh hoat chuyén mon tai t6 1.

- Thyc hién cac nhiém vu khac khi Hi¢u truéng phan cong.

13

P/c: Hoang Kiéu Oanh
Giéo vién tin

- Day 19 tiét/tuan mén Tin hoc khéi 3,4,5.

- Chiu trach nhiém quan 1y mdy, thiét bi, CSVC va dam
bao v¢ sinh phong Tin hoc.

- Hd trg ing dung CNTT cho CBGVNV nha trudng.Ho
trg quan 1i cac phan mém ..

- Thu ky hoi déng kiém dinh

- Sinh hoat chuyén moén tai t6 1

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

14

P/c: Nguyén Thi Hoai
Nhén viéen TBTV

Cong tac thw vién- TBDD

- Phy trach cong tac thu vién, thiét bi nha truong (- Quan
ly hiéu qua c4c tai san dugc giao bao gdbm cac trang thiét
bi, sach bao va cac tai liéu tham khao khac; kiém ké dinh
ky von tai liéu, tai san khac cua Thu vién theo quy dinh
hién hanh. Theo doéi, quan 1y viéc gido vién va hoc sinh
muon, tra sach. Tiép nhan, bo sung sach, tai lidu tham
khdo cho gido vién va hoc sinh. Truc phong doc theo quy dinh.
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Quan 1y phong thiét bi va cac phong chiic ning theo quy dinh.).
Quan 1i CSVC cua phong robotic

- Tham muu cong tac mua sam trang thiét bi day hoc trong nha
truong.

- P& xuit cac giai phap phat trién thu vién, TBPD nhim
phuc vu cong tac giang day va hoc tap cua giao Vvién va
hoc sinh trong nha truong.

- Lam ké hoach thi 1am dd dung trong GV, HS toan
truong.

- Theo doi phong trao doc sach trong nha truong, thu vién
than thién trong céc 16p.

- B40 c40 vé tinh hinh thu vién, TBDD khi c6 yéu cau.

- Sinh hoat chuyén mon tai to 1

Cong tac khéac

- Hd tro to van phong chuan bi nuéc udng, ban ghé, tiép
khach phuc vu cac hdi nghi.

- Két hop thuc hién cong tac pho cap, SGK

- Thyc hién cac nhiém vu khi Hiéu trudng phéan céng

P/c: Ngo Thi Hué
BT chi bg;

15 o . - Ba phan cong nhiém vu tai Phan L. Ban giam hiéu
Hiéu truong
T6 2+3 (15 d/c)
D/c: Dwong Thi Ly - Gido vién chu nhiém 16p 2A3.
1 Gi4o vién vin hoa - Day 20 tiet/tuan. .
- Sinh hoat chuyén mén tai t6 2-3.
- Thuc hién cac nhiém vu khac khi Hi¢u trudng phan cong.
P/c: Nguyén T Hong - Gido vién chu nhi¢m 16p 2A2.
2 Phuong - D.E.ly 20 tiét/tuan. o
Gido vién vin he - Sinh hoat chuyén mon tai to 2-3.
1a0 vien van hoa -Thyc hién céc nhiém vu khac khi Hiéu trudng phén cong.
D/c: Nguyén TThay Linh | - Gio vién chu nhiém 16p 2A4.
3 Gido vién van hoa - Day 20 tiét/tuan. o
- Sinh hoat chuyén mon tai t6 2-3.
-Thyc hién cac nhi¢m vu khac khi Hi¢u truéng phan cong.
D/c: Tran Thi Chinh - Gido vién chu nhiém 16p 2AS5.
Gi4o vién vin héa - Tham muru cho T6 trudng xay dung ké hoach hoat dong,
4 T& ohé 16 2-3 trién khai cac hoat dong cua t6; Dy gid thim 16p boi
0 pho 10 2- dudng chuyén mon; kiém tra gido an, hd so gido vién;
- Day 18 tiét/tuan.
-Thyc hién cac nhi¢ém vu khac khi Hi¢u truéng phan cong.
D/c: To Huwong Ly - Gido vién chu nhiém 16p 2A1.
5 Gido vién van hoa - Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai t6 2-3.
- Thyc hién cac nhiém vu khac khi Hi¢u trudng phan cong.
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P/c: Bao Thi Minh Hué

Gi1ao vién van hoa

- Day bd mon 22 tiét/tuan.
- Sinh hoat chuyén mon tai t 2-3.
- Thyc hién cac nhiém vu khac khi Hi¢u truong phan cong.

P/c: P4 Thi Thanh Mai

(G140 vién van hoa

- Gido vién chu nhiém lop 3AL.

- Day 20Tiét/tuan.

- Thanh vién t6 CNTT

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

P/c: Tran Thi Hoa

(G140 vién van hoa

- Gido vién chu nhiém 16p 3A2.

- Day 20 tiét/tuan.

- Sinh hoat chuyén moén tai to 2-3.

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

D/c: Poan Thi Hanh
Gido vién van hoa
Thu ky HDT, HDSP

- Gido vién chu nhiém 16p 3A3.

- Day 18 tiét/tuan.

- Sinh hoat chuyén mon tai t6 2-3.

- Ghi nghi quyét, bién ban cac cudc hop.

-Thuc hi€n cac nhi€ém vu khac khi Hi€u trudng phan cong.

10

P/c: Vit Hong Nhung

(G140 vién van hoa

- Gido vién chu nhiém 16p 3A4.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai t 2-3.

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

11

D/c: Trinh Thi Phwong
Gido vién van hoa
TTCMT 2-3; T6 trudong CD

- Gido vién chu nhiém 16p 3AS.

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

- Thye hién phan cong nhiém vu cho céc thanh vién trong t6.

- Thuc hién bdi dudng chuyén mon, nghiép vy, kiém tra,
danh gia chat luong, hiéu qua giang day, giao duc va quan
1i str dung sach, thi€t bi cuia cac thanh vién trong t6 theo ké
hoach cua nha truong.

- Tham gia danh gia, xep loai gido vién theo quy dinh
Chuan nghé nghiép gv tiéu hoc;

- Thuc hién cac bao cao, thong ké theo yéu cau cua Ban
giam hi¢u;
- T6 chire cac chuyén dé, thao giang, hoat dong ngoai khoa,
ngoai gio 1én 16p cua to;
- T6 chirc sinh hoat chuyén mén t6 dinh ky it nhat 2
lan/thang.

- Chiu trach nhiém trudc Hiéu trudong vé hoat dong chuyén
moén cua to.

- Day 17 tiét/tuan.

- Nhom truéng TC 2 cong tac kiém dinh

- Sinh hoat chuyén mon tai t6 2-3.

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

12

D/c: Lé Thi Thw

Gi1ao vién van hoa

- Day b mon 20 tiét/tuan.
- HO tro cong tac phd cép. i
- Sinh hoat chuyén mon tai t6 2-3.
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- Thyc hién cac nhiém vu khéc khi Hi¢u trudng phan cong.

13

bP/c: Lwong Thi Thu Hoai

Gi1ao vién van hoa

- Day b mon 23 tiét/tuan.
- Sinh hoat chuyén mon tai to 2-3.
- Thuc hién cac nhiém vu khac khi Hi¢u truong phan cong.

14

P/c: Tran Thi Van Khanh

(G140 vién van hoa

TPT P6i TNTP Ho Chi Minh.

- Day 2 tiét/tuan Mon GDTC khoi 3.

- HO tr¢ phu trach xay dung va to chic tip luyén céc
chuong trinh van nghé cia GV - HS.

- Phu trach phan cong, theo doi tryc ban cua GVNV va HS
hang ngay.

- Phu trach cong tac ATGT cua nha truong ( Tuyén truyén,
danh gia viéc thyc hién ATGT khu vuc cong truong )

- Theo doi HS nghéo, can nghéo, HS khuyét tat, HS co
hoan canh kho khan, dién chinh sach,...

- Theo ddi ché d9, chinh sach cua hoc sinh.

- Phu tréach, theo doi, danh gid vi¢c thuc hi¢én hoat dong
gifrta gio cua GV va HS.

- Phu trach, theo doi, danh gid viéc don, trd hoc sinh cudi
cac buoi hoc.

- Tb chtrc cac hoat dong DB6i va Sao nhi, cac hoat, dong
ngoai gio 1én 16p theo chi dao cua HPD thanh phd, cua
BGH truong.

- Thyc hién va luu trit ddy da, khoa hoc cac hd so cong tac
Doi.

- Ho tro phu trach cong tac hoc sinh - ngoai khoa - TDTT.
- Phy trach cong tac thong tin, tuyén truyén, bang dién tir
nha truong. T6 chuc cac hoat dong cua Lién doi,
HDNGLL, HDNK.

- Chiu trach nhiém quan 1y hd so, bao cdo hd so ATGT:
Quan ly loa may, mic cac hoi nghi tai phong Hoi truong,
cac gio chao co, cac HDNK, cac budi L¢ tai san truong,...

- Thuc hién cac nhiém vu khac khi Hi¢u truéng phan cong.
- Sinh hoat chuyén mon tai t6 2-3

P/c: BUi T. Thu Thuy

- Sinh hoat chuyén mén tai to 2-3.

15 Phé BT chibd - Pho HT | - P phéin cong nhiém vu tai Phan I. Ban giam hiéu
- Gido vién chu nhiém 16p 4A1.
P/c: Nguyén Thi Thu - Phéi hop véi t6 _trudng xay dung ké hoach t6 khéi hoat
o, dong theo timg tuan, thang, ki, nim, cac chuyén dé.
Gido vién van hoa
21, A - Dy gio tham 16p bdi dudng chuyén mon;
1 T6 pho to 4+5
- Kiém tra giao an, ho so gido vién t6 4, 5;
- Day 19 tiét/tuan.
- Nhom trudong TC 4 cong tac kiém dinh
-Thyc hién cac nhi¢ém vu khac khi Hi¢u truéng phan cong.
2 P/c: Mac Ngoc Thanh - Gido vién chui nhiém 16p 4A2.
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Giao vién van hoa
Bi thu Poan TNCS HCM

- Day 20 tiét/tuan.

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

- Phu trach to chtrc thuc hién cac hoat dong cua Poan
Thanh nién theo chi dao ctia Poan cap trén.

- Sinh hoat chuyén mon tai td 4, 5.

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

D/c: Nguyén Thi Thuy
G140 vién van hoa

- Gido vién chu nhiém 16p 4A3.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai td 4, 5.

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

P/c: Nguyén T Quynh Hoa

Gi1ao vién van hoa

- Gido vién chu nhiém 16p 4A4.

- Day 20tiét/tuan.

- Sinh hoat chuyén mon tai td 4, 5.

-Thuc hi€n cac nhi€ém vu khac khi Hiéu trudng phan cong.

P/c: Nguyén Thi Phan Hoa

G140 vién van hoa

- Gido vién chu nhiém 16p 4AS.

- Day 20 tiét/tuan.

- Sinh hoat chuyén moén tai t6 4, 5.

- Thanh vién t6 CNTT

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

P/c: Nguyén Pirc Hoang

G140 vién van hoa

Gido vién chu nhiém 16p 5A1.

- Day 20 tiét/tuan.

- Ho tro ky thuat loa may, cong tac CSVC

- H0 tro cong tac PCCC

- Sinh hoat chuyén moén tai t6 4, 5.

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

D/c: Dang Thi Lan

G140 vién van hoa

- Gido vién chui nhiém 16p 5A2.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai t6 4, 5.

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

D/c: Db Thi Hai

G140 vién van hoa

- Gido vién chu nhiém 16p 5A3.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai t6 4, 5.

- Thuc hi¢n cac nhiém vy khac khi Hi¢éu truéng phan
cong.

P/c: Pham Thi Tuyét

G140 vién van hoa

- Gido vién chu nhiém 16p 5A4.

- Day 20 tiét/tuan.

- Sinh hoat chuyén mon tai t6 4, 5.

- Thuc hi¢n cac nhiém vy khac khi Hiéu truéng phan
cong.

10

D/c: Poan Thi Thanh
Hwong
Chi ity vién; TTCM T 4+5
T6 truong CH

G140 vién van hda

- Thyc hién nhi€ém vu chi uy vién do chi by phan cong
- Gido vién chu nhiém 16p 5AS.
- Cong tac TTCM: Xay dung ké hoach hoat dong chung
cua to t,heo tuan, thang, ndm hoc nham thyc hi¢én chuong
trinh, ké hoach day hoc va hoat dong gido duc;
- Thyc hién phan cong nhiém vu cho céc thanh vién trong to.
- Thuc hién boi dudng chuyén moén, nghiép vu, kiém tra,
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danh gia chat luong, hiéu qua giang day, gido duc va quan
i sir dung sach, thiét bi ctia cac thanh vién trong to theo ké
hoach cua nha truong.

- Tham gia danh gia, xép loai giao vién theo quy dinh
Chuén nghé nghiép gido vién tiéu hoc;

- Thuc hién cac bao cdo, théng ké theo yéu cau cua Ban
giam hiéu;

- T chtic cac chuyén dé, thao giang, hoat dong ngoai khoa,
ngodi gio 1én 16p cua to;

- To chtc sinh hoat chuyén mén t6 dinh ky it nhat 2
lan/thang.

- Chiu trach nhiém trudc Hi€u truong vé hoat dong chuyén
mon cua to.

- Day 17 tiét/tuan.

- Nhom truong TC 5 cong tac kiém dinh

- Sinh hoat chuyén moén tai t6 4, 5.

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

D/c: Ly Thi Luan

- Giao vién chu nhiém 16p SAS.
- Day 18 tiét/tuan.
- Thuc hién cac nhiém vu cia Ban TTND.

11 Gido vién van hoa - Nhom trudng tiéu chi 1 chuyén doi s6
Truéng Ban TTND - Sinh hoat chuyén mén tai t0 4, 5.
- Thuc hién cac nhiém vy khac khi Hi¢u truéng phan
cong.
- Thuc hién nhiém vu chi uy vién do chi by phan cong
P/c: Bui Thi Thu Hwong | _ Thyc hién nhiém vu cua phé CTCD
Phé CTCD - Day 20 tiét/tuan Mon tiéng anh khoi 16p 5
12 Chi ay vién - Cht nhiém CL];% tién% anh A o
o - Nhom trudng ti€u chuan 1 cong tac ki€m dinh
Gido vién tiéng anh - Sinh hoat chuyén mon tai t6 4,5.
- Thuc hién cac nhiém vu khac khi Hiéu truong phan
cong.
P/c: Tran Thi Xuin - Day 22 tiét/tuan Mén tiéng anh khdi 16p 4,5
Gi4o vién tiéng anh - Tham gia gia churc hoat d.(f)r}g CLB tiéng anh
13 - Sinh hoat chuyén mon tai t6 4, 5.
- Thuc hi¢n cac nhiém vy khac khi Hi¢u trudéng phan
cong.
P/c: Nguyén Thi Thiy Ha | - Day 22 tiét/tudn Mon tiéng anh khdi 16p 4,5
14 Gido vién tiéng anh - Tham gia gia chirc hoat dong CLB tieng anh
- Sinh hoat chuyén mon tai to 4-5.
- Thuc hién cac nhiém vu khac khi Hi¢u trudng phan cong.
P/c: Nguyén Thi Yén - Day 20 tiét/tudn Mon tiéng anh khoi 16p 1,2
15 Gido vién tiéng anh - Tham gia gia cIAn'rc hAoat QGr;g CLB tiéng anh
- Sinh hoat chuyén mon tai to 4-5.
- Thyc hién cdc nhiém vu khéc khi Hi¢u trudng phan cong.
16 D/c: Pham Vian Hung - Thyuc hién nhiém vu chi ty vién do chi by phan cong
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Chi uy vién

Gi1ao vién van hoa

- On ddi tuyén NK 3.4,5 cac chiéu tht 6

- Thanh vién t6 CNTT; nhom truéng tiéu chi 2 chuyén
doi sé

- H6 tro k¥ thuat loa may, CSVC nha trudng

- Phy trach CLB TDTT nha truong

- Tham gia hoc hoc 16p TCCT

- Sinh hoat chuyén mon tai td 4-5.

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

17

P/c: NguyénThi Duyén
Pho Hiéu truong- CTCD

- Ba phan cong nhiém vu ¢ 1. Ban giam hi¢u.

T6 Vin phong (06 d/c)

P/c: Nguyén Thi Thu
Hudng
Nha vién Ké toan
T4 trudng to VP

Cong tac to

- Chi dao cac hoat dong cia t6 van phong. Xay dung ké
hoach t6 hoat dong theo tirng tuan, thang, ki, nam
- Phan cong cong viéc cu thé cho timg thanh vién trong to
- Kiém tra cac hoat dong ctia cac thanh vién trong t6 khi vé
cong tac dugc nha trudng phan cong (Kiém tra thudng xuyén
dot xuat)

- Thuong xuyén ndm bét moi hoat dong cua t6 va co bdo cu
thé vé BGH (B/c thuong xuyén 20 hang thang, b/c djt xuat)

- Tham gia xét duyét két qua, thi dua khen thuéng GV, HS
Cong tac ké toan
- La nguoi c6 chuyén mén vé cong tac quan 1y tai chinh,
gitp Hiéu Trudong quan ly tai chinh tai san, ho so chung tur,
thuc hién thu chi diing quy dinh nha nudce- Thu thap, xu 1y
thong tin, so li€u ké toan
- Ngay 25 hang thang phai cap nhat tai chinh, tién mat &
bao cao vé nha truong (hoac vé PGD khi ¢6 y/c).

- Bao quan ddy du va khoa hoc céc loai chimg tir theo
nguyén tac tai chinh .

- Kiém tra, giam sat cac khoan thu, chi tai chinh, cdc nghia
vu thu, ndp, thanh toan ng, kiém tra viéc quan ly, st dung
tai sdn va nguon hinh thanh tai san; phat hién va ngan ngura
cac hanh vi vi pham phap luét vé tai chinh, ké toan.

- Moi su hu hao, mat mat chung tir, tién, tai san nhirng
nguoi truc tiep (k€ toan, thu quy) phai boi thuong va chiu
trach nhi¢m trude phap luat.

- Thuc hién ché d6 cho GV, HS kip thoi (ndng luong dinh
ki, nang luong sém, tham nién, phu cap...)

- Phu trach cong tac cong khai va luu trit hd so cong khai
theo quy dinh
- Phu trach tai san ctia nha trudng( luu giit hd so, béo co,
BB ban giao tai san..)
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- Chjuqtréch nhiém mang bdo cdo cac hd so nhan su vé bd
phan t6 chirc ciia PGD, ndi vu

- Thyc hién ho so quan Ii ¢éng tac bén tra,

- Phu trach hd so cdng chirc vién chirc

Coéng tac vin thu:

- Hang ngay nhan co6ng van va phan loai cong van, tham
muu cho lanh dao st ly cong van.

- Quan 1y, Luu trix, vao s6, vao sd cong van di - dén theo quy
dinh.

Cdng tac khac:

- Truc van phong, chi dao t6 qvé cong tac vé sinh, nudc
udng trong phong hi¢u bg;chuan bi nudc uong, ban ghe,
ti€p khach phuc vu cac hoi nghi.

- Thuce hién cac nhiém vu khi Hiéu trwéng phan cong

P/c: d/c Nguyén Thi Kim
Chung
Nhén vién y té - thuy quy

T pho to VP

Cong tac cham soc sire khoée, an toan cho HS

- Phu trach cdng tac y té nha truong

- Truyén thdng va gido duc strc khoe, phong chéng dich
bénh.

- Theo ddi vé sinh m6i truong, vé sinh phong hoc hang ngay.
- Theo ddi vé sinh ATTP bita an cua hs, thuc hién luu mau
thirc an hang ngay.

- Quan ly phong cham séc sirc khoe cho HS.

- Két hop véi tram y té t6 chirc khdm st khoe dinh ky cho
hoc sinh.

- Quan ly s6 theo ddi stc khoe HS.

- Po, theo ddi chiéu cao can ning dau nam, cudi nim cho HS.

Cong tac tha quy

- Thu, chi theo dling quy dinh

- Mua sidm, bo sung dd dung ban tra, ché nuéc vin phong,
hoi nghi....

Cong tac khéac

- Quan 1y con ddu cua trudng.

- Tong hop si s6 hoc sinh c6 me}t,véng li do , bdo cdo BGH
trudc 8h hang ngay, tong hop be si s6 PGD trudc 23 hang
thang

- Bat tat dicu hoa (bdt trudc 15 phif), bong dién, quat
tran,... tai phong hoi truong cac budi hop, hoi nghi,...

- Tryc vin phong, cong tic vé sinh, nudc udng trong
phong hi¢u bd.Quan li CSVC trong phong hoi truong

- Chuan bj nuéc udng, ban ghé, tiép khach phuc vu cac hoi
nghi.

- Thuc hién cac nhiém vu khi Hiéu tru’é’r}g phan cong

D/c: Vii Ninh Chién

- Thyc hién nhiém vu bao v¢ theo hop dong.
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Bao vé

- Kiém tra, kiém soat nguoi vao co quan (ké ca hoc sinh)

- Bao v¢ tai san, CSVC cua nha truong; xe, phuong tién cua
CB, GV, NV dé trong khu vuc truong; Panh trng chuyén
tiét, ra vao 16p; tryc bom nudce cung cap cho cac diy nha;
chuyén nu6c udng téi 16p cho hoc sinh;

- Stra chita nho trong truong

- Lam viéc theo ca, giao ca, phong chay chita chay, 1a luc
lwong nong cdt trong doi tu quan .

- Pam bao ATGT, ANTT tai cong truong trong thoi gian
hoc sinh dén va tan trudng,

- Thuong xuyén lién hé vé1 BGH, v6i cac co quan lién
quan, chinh quyén dia phuwong khi Trudng c6 van dé dot
Xuat .

- Bao vé lam hu hao, méat mat tai san do BGH da phan cong
phai bdi thudng .

- Sinh hoat tai T6 van phong, thuc hién theo phan cong
cta d/c T6 truong.
- Thye hién cac nhiém vu Khac khi Hiéu trudng giao.

D/c: Nguyén Binh Trong
Bao vé

- Thyc hién nhiém vu bao vé theo hop dong.
- Kiém tra, kiém soat nguoi vao co quan (ké ca hoc sinh)

- Bao v¢ tai san, CSVC cua nha truong; xe, phuong tién cua
CB, GV, NV dé trong khu vuc truong; Panh trong chuyén
tiét, ra vao 16p; tryc bom nudce cung cap cho cac diy nha;
chuyén nudc udng t6i 16p cho hoc sinh;

- Stra chira nho trong truong

- Lam vi¢c theo ca, giao ca, phong chdy chira chay, 1a luc
luong nong cdt trong doi tu quan .

- Pam bao ATGT, ANTT tai cong trudng trong thoi gian
hoc sinh dén va tan truong,

- Thuong xuyén lién hé véi BGH, véi cac co quan lién
quan, chinh quyén dia phwong khi Trudng cé van dé dot
Xudt .

- Bao vé lam hu hao, mit mat tai san do BGH da phan
cong phai boi thuong .

- Sinh hoat tai Té vin phong, thuc hi¢n theo phan cong
cta d/c T truong.

- Thye hién cac nhiém vu Khac khi Hiéu trudng giao.

D/c: Bui Thi Ngoan
Nhan vién v¢ sinh

- Don vé sinh chung cta trudng( san trudng, san thé chét,
nha vé sinh khu hi¢u b9, hoc sinh), tudi va cham sdc cay.

- Sinh hoat tai T6 vin phong, thuc hién theo phin cong
cta d/c TO trudng.

- Thye hién cac nhiém vu Khac khi Hiéu trudng giao.

D/c: Pham Thi Lan Hwong
Nhan vién v¢ sinh

- Don vé sinh chung cta trudng( san trudng, san thé chét,
nha vé sinh khu hi¢u b9, hoc sinh), tudi va cham sdc cay.
- Sinh hoat tai T6 van phong, thuc hién theo phan cong
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cta d/c TO trudng.

- Thuc hién cac nhiém vu khac khi Hiéu trudng giao.

Ban TTND: Luén; Binh Nhung ; Ha




