PHONG GD&PT TP UONG Bi CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG TIEU HQC LE LQI Déc 1ap - Tw do - Hanh phuc
$6: 250/QP-THLL Uéng Bi, ngay 30 thang 7 nim 2024
QUYET PINH

V/v phan cong nhiém vu can b, giao vién, nhin vién
trwong Ti€u hoc Lé Lgi - Nam hoc 2024-2025

HIEU TRUONG TRUONG TIEU HQC LE LOI

Can cir nhiém vu, quyén han cua Hiéu truong truong Ti iéu hoc dwoc quy dinh
trong Piéu 1é triong Tiéu hoc ban hanh kém Théng tw sé 28/2020/0D-BGD&DPT
ngay 04/9/2020 cua B¢ truong Bé GD&DPT;

Can cit quy dinh ché @ lam viéc doi véi gido vién phd théng Ban hanh theo
théng twr s6 28/2009/TT-BGD PT ngay 21 thang 10 nam 2009 cia BJ truéng Bé
Giao duc va Pao tao;

Can cit Chi thi 25-CT/TU ngay 28/02/2014 va huwdng dan sé 03/ HD-TU ngay
14/4/2014 cua Ban thuwong vu Tinh vy vé “Déi mdi phwong thire lanh dao ciia
Dang, tinh gidm bé mdy bién ché”;

Can cir pham chdt, ning luc va kinh nghiém céng tac cia cic can b, gido
vién, nhan vién nha truong;

Xét dé nghi ciia chuyén mén nha trirong,

QUYET PINH:

Piéu 1. Phan cong nhiém vu cho c4c thanh vién Ban giam hiéu, can b, gido
vién, nhan vién trudng Tiéu hoc Lé Loi ndm hoc 2024-2025 (¢ phu luc kém theo).

Piéu 2. Céan bo, giao vién, nhan vién nha truong co trach nhiém thuc hién
nghiém tic cac nhiém vu duoc phan cong theo Diéu 1é trudong Tiéu hoc, dong thoi
hd tro, phdi hop dong nghiép hoan thanh nhiém vy chung cta nha truong va duoc
hudng ché do theo quy dinh hién hanh. Nhan vién hop dong trudng c6 trach nhiém
thue hién day du cac nhiém vu theo cac diéu khoan da ky két trong hop dong va
dugc hudng ché do theo quy dinh trong hgp dong lao dong.

Picu 3. C4c bo phan, ca nhan co lién quan va cac dng, ba co tén tai Piéu 1
can cu quyét dinh thi hanh.

Quyét dinh co hiéu lyc ké tir ngay Ky thay thé quyét dinh trudc day.
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PHAN CONG NHIEM VU CAN BOQ, GIAO VIEN, NHAN VIEN
, ~ NAM HOQC 2024-2025
(Kem theo Quyét dinh so 250/QD-THLL ngay 30/7/2024 VIv phan cong nhiém vu
can bo, giao vién, nhan vién nha truong)

I. Phian cong nhiém vu Ban giam hi¢u

1. D/c Pham Thi Thu Ha: Hi¢u truéng

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

- Chi dao, quan ly nhéan su.

- T6 chirc danh gié vién churc.

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

- Chi dao cong tac xay dung CSVC, khuon vién, canh quan, an ninh trat tu
nha trudng.

- Xay dung ké hoach phat trién nha truong.

- Cong tac xa hoi hoa gido duc.

- Duyét thuc don ban tra.

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

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

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

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

- Truc cac ngdy trong tuan, truc ban tri tht 2 hang tuan.

- Chi dao t6 van phong. Sinh hoat cung t6 1.

- Day 2 tiét/tuan.

2. P/c Trinh Thi Thu Binh: Phé hi¢u truéng

. Phu trach va chiju trach nhiém trwéc Hi¢u truéng va lanh dao cAp trén

ve cac nhiém vu sau:

- Phu trach cong tac cong doan.

- Phu trach chuyén mén khéi 4,5.

- Phu trach cong tac ‘Eé chire kiém tra dinh ky, nghiém thu ban giao hoc sinh;
Hoan thanh chuong trinh ti€u hoc.

- Phu trach céc ky thi ctia hoc sinh (Thi HSNK, Tiéng Anh IOE,...).

- Tham muu xay dung ké hoach gido duc nha truong.

- Cong tac Kiém dinh chét lugng, Truong Chuan Quéc gia.

- Cong tac Panh gia CHT, PHT, CNNGVTH.

- Phu trach cong tac thiét bi - thu vién.

- Quan ly phong hoc trai nghi¢ém. Phong hoc bd mon.

- Chi dao thuc hién cong khai; Ché d9, chinh sich CBGVNV va HS.



- Cong tac kiém tra ndi bo.
- Cong tac thong ke, tong hop, béo cdo chuyén mon cac phan mém SMAS,
EQMS, EMIS, EPMIS,.. ctia nha truong.
- Phu trach cong tac chuyén ddi sb; Hoc ba sb; Quan 1y cac phﬁn mém
SMAS, EQMS, EMIS, EPMIS, co s¢ dit ligu,...
- Theo ddi hoc sinh chuyén di, chuyén dén.
~ -Phy trach kiém tra, quan 1y né nép ban trd, kiém tra vé sinh an toan thuc
pham, thuong truc ban tra trua thir 3, 5 hang tuan.
- Quan 1y nén nép thuc hién cac ndi quy nha truong cua gido vién va hoc
sinh.
- Kiém tra thyc hién ky luat, ky cuong, dao durc cong vy, cac ndi quy cua
CBGVNV vao cic budi chiéu trong tuan.
- Day 4 tiét/tuan. Sinh hoat cung t6 4+5.
- Thuc hién cac phiém vu khac do Hiéu truong phan cong. Thay mat Hi¢u
trudng khi duoc uy quyén.
3. P/c Nguyén Thi Mo: Pho hiéu truéng
. Phu trach va chiju trach nhiém trwéc Hi€u truéng va lanh dao cap trén
veé cac nhiém vu sau:
- Phu trach cong tac Pang (Cong tac kiém tra - giam sat; Cong van di - dén;
Hoc tap va lam theo tu twong dao dic, phong cach H6 Chi Minh; Cac cudc thi,...)
- Phuy trach chuyén mén khéi 1,2,3.
- Quan 1y, cip nhat s6 cong van di.
- Phu trach cong tac phu dao hoc sinh chua hoan thanh; Cong tac tuyén sinh
lop 1.
- Phu trach cong tac quan Iy CSVC.
- Phu trach cong tac thi dua - khen thuong.
- Phu trach cac ky thi cta Gido vién va HS (Thi GVG, thi VCD,...); Phu
trach céac ky thi ctia hoc sinh (TDTT, Hoa mi vang, van nghg,...).
- Phu trach cong tac Boi dudng thudng xuyén.
- Xép thoi khoa biéu, phan cong day thay, duyét day thanh toan ché do va
thanh toan thtra gio cua GV trong truong.
- Phu trach cong tac pho cap gido duc tiéu hoc, hoc sinh nghéo, hoc sinh
khuyeét tat.
- Cong tac tng dung cong nghé thong tin, thong tin tuyén truyén, Website
nha truong.
- Phu trach cong tac PCCC; An ninh trat ty; An toan giao thong; Phong
chong TNTT, tai nan dudi nudc,..

- Phu trach chinh cong tac ban tra, kiém tra, quan 1y né nép ban tru, kiém tra
vé sinh an toan thuc pham, thudng truc ban tr trua tha 4, 6 hang tuan.



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

- Kiém tra thuc hién ky luat, ky cuong, dao dirc cong vu, cac ndi quy cua
CBGVNV vao cic budi sang trong tuan.

- Kiém tra thuc hién cong tac v¢ sinh cua hoc sinh, gido vién, 16p hoc, phong
cho GV, nha vé sinh va khuon vién toan truong.

- Phu trach cong tac gido dyc chinh tri-Cong tac hoc sinh-Cong tac GDTC-

Thé thao-Y té truong hoc.

- Phuy trach cong tdc Poan thanh nién, cong tac Doi.

- Day 4 tiét/tuan. Sinh hoat cung t6 2+3.

- Thyc hién cac nhiém vu khac do Hi€u truong phan cong. Thay mat Hi¢u
trudng khi dugce uy quyén.

I1. Phan cong nhiém vu td chuyén mén, td viin phong

Nhiém vu/chi nhiém; ,
STT | gidng day 16p/mén HO VA TEN CHUC VU
TO 1 (16 d/c)
1 1A1 Nguyén Thi Hai Yén T6 pho CM
2 1A2 Tran Thi Ha
3 1A3 Vil Thi Viét Trinh T6 truong CM; TTCD
4 1A4 Nguyén Thi Thanh Thuy Chi uy vién
5 1A5 Duong Tri¢u ALy
6 1A6 Tran Thi Van Anh
T My L%‘f;ﬁlins 1'\4PTh°”g Lam Thi Hong Nhung Tm‘m*"%ﬁgg TND;
8 My thuat K1,2 Lé Thi Bién
9 Am nhac K1,2 Pham Thi Thu Héng 78
10 | Am nhac K3.4,5; Phong
hoc bd mén AN; Quan Nguydn Minh Tué
ly loa may cac hoi nghl
cac budi Lé,..
11 Am nhac Pham Huong Lan TPT Doi
12 Day bo mon Pham Viét Hung Trung dung PGD
13 Thiét bi; Phong hoc bd Tran Thi Ngoc Huyén
moén; Day bd moén
14 | Thu V.i’\él’l; Phong AthAtréi Nguydn Thi Mai Huong ny viéen BCHCD
nghi¢m; Day b0 moén
15 Day bd mon Dao Thi Thuy
16 Pham Thi Thu Ha Hiéu trudng; Bi thu CB
TO 2,3 (17 d/c)
1 2A1 Nguyén Thi Vugng T6 phé CM
2 2A2 Duong Thi Hau
3 2A3 Nguyén Thi Hanh 75




4 2A4 Do Thi Hién
5 2A5 Nguyén Thu Trang
6 2A6 Nong Thi Thanh Mai Pho bi thu DTN
7 3A1 Nguyén Thi Lién
8 3A2 Pham Thi Thanh Hoa
9 3A3 Vii Thi Hai
10 3A4 Nguyén Thi Hong T6 truong CM - TTCD
11 3A5 Lai Thi Thuong
12 ’ 3A6 Dinh Thi Hong Nhung
13 Tleﬁgci%hréi Egong L& Thi Huong Thao
14 Tiéng Anh K4 Poan Thi Hong Hoa
15 Tiéng Anh K5 Bui Thi Nhu
16 Day bd mon Vi Thi Héng Hanh Ché d6 con nhé T9-T12
17 Nguyén Thi Mo Ph6 HT; Pho bi thu CB
TO 4,5 (17 d/c)
1 4A1 Nguyén Thi Hanh 80
2 4A2 Bui Thi Tham
3 4A3 Pham Thj Thu Hang 80 BCHCP - Chi hoi
truong khuyén hoc
4 4A4 Nguyén Thi Huong Lan | Bi thu DTN - TPCM
5 4A5 Duong Thi Lanh
6 4A6 Pham Thi Hong Hién
7 5A1 Phi Thi Thu CUV - UVBCHCD
8 5A2 Nguyén Thanh Lam Pho CTCD - TTCM
9 5A3 Do Thi Hoa Uy vién BTTND
10 5A4 Quach Thi Thu Hué
11 S5A5 Nguyén Thi Van Thuong | Ché do con nho T9-T12
12 SA6 Hoang Thi Lan Phuong
13 Thé duc K1,2,3 Nguyén Thi Lan
14 Thé duc K 4,5 Lam Thi Trang
15 Tin hoc; Cong nghé Nguyén Thi Chang
16 Day by mén Nguyén Thi My Linh TS thang 10/2024
17 Trinh Thi Thu Binh Phé HT; Chu tich CH
TO VAN PHONG (06/d/c)
1 K¢ toén - Van thu Nguyén Thi Thu Ha TTVP
2 Y té - Hanh chinh M T6 phé VP; Chi hoi
Nguyen Thi Son tru(”nll)g CTD; Thu quy
3 Bao v¢ Nguyén Danh Diéu
5 Bédo v¢ Pham Cong Chung
6 Vé sinh Bui Thi Minh
7 V¢ sinh Pham Thi Thanh

I11. Phan cong nhiém vu cho nhan vién




HOQ VA TEN

NHIEM VU

P/c: Nguyén Thi Thu
Ha

- K& toan - T6 trudng to van phong.
- Phu trach toan bd cong tac tai chinh - ké toan trong
nha trudng (cdc khoan thu chi trong va ngoai ngdn
sach).
- Thye hién hoan tat, luu trit ddy du, khoa hoc, chinh
xé4c, minh bach céc chimng tir, cac hd so, sd sach vé
tai chinh theo diing quy dinh.
- Phuy trach cap nhat, theo doi tai san, CSVC.
- Phuy trach cong tac luong, tham nién, ché do, chinh
sach cho CBGVNV 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 chue.
- Tong hop s6 hoc sinh n, nhan sé lugng suat an,
tong hop, 1am ho so, chimg tir cong tac ban tr, nudc
udng.
- Thyc hi¢n cong tac Van thu luu trir, cap nhat cong
van dén, s6 tiép dan, quan 1y cac hd so cua nha
truong.
- Thyc hién cac nhiém vu khac do Hi¢u truéng phan
cong.

P/c: Nguyén Thi Son

- T pho t6 Vian phong. Kiém thii quy nha trudng.

- Nhan vién Y té hoc duong. Phy trach cong tac
CTDb.

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

- Thyc hién day da nhiém vu va quan 1y ho so vé
cong tac Y té hoc duong, truong hoc an toan phong
chéng TNTT, t6 van phong.

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

- Phu trach quan 1y con déu.

- Phuy trach cong tdc Hanh chinh.

- Phu trach kiém tra vé sinh cac 16p hoc, khu vuc vé
sinh, vé sinh chung toan trudng, phdi hop y té
phuong trong cac hoat dong.

- Phuy trach cong tic BHYT hoc sinh.

- Kiém tra VSAT thuc pham.

- Thuc hién cac nhi¢m vu khac khi Hi€u truéng phan
cong.




P/c: Tran Thi Ngoc
Huyén

- Phu trach cong tac thiét bi cia nha truong. Thuc
hién cac nghi¢p vu thiét bi.

- Phu trach phong hoc bd mon. Phu trach phong trai
nghiém Robottic.

- Day b6 mon.

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

P/c: Nguyén Thi Mai
Huwong

- Phuy trach cong tac Thu vién ctia nha truong. Thuc
hién cac nghi¢p vu Thu vién.

- Day bd mon.

- Thuc hién cac nhi¢m vu khéac do Hi¢u trudng phan
cong.

P/c: Nguyén Danh
Pié¢u

- Phu trach thiét bi dién, nudc ctia nha trudng.

- Bdo v¢ toan bo tai san, CSVC, trang thiét bi, do
dung, cay xanh, cong trinh, kién trac, an ninh tréat tu
cta nha truong.

- Thyc hién phong chong chdy nd trong nha trudng.

- H tro cong tac ATGT khu vuc cong truong.

- Stra chita nh¢ trong truong.

- Truc theo ca.

- Cit tia cy canh, cdy bong mat cua trudng.

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

- Thyc hién cac nhiém vu khac do Hi¢u truédng phan
cong.

D/c: Pham Cong
Chung

- Phu trach thiét bi dién, nudc cta nha truong.

- Bdo v¢ toan b0 tai san, CSVC, trang thiét bi, do
dung, cay xanh, cong trinh, kién trac, an ninh trat tu
cta nha truong.

- Thuyc hién phong chong chay n6 trong nha truong.

- HO tro cong tac ATGT khu vuc cong trudng.

- Stra chita nhé trong trudng.

- Truc theo ca.

- Cit tia cdy canh, cdy bong mat cua trudng.

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

- Thyc hién cac nhiém vu khac do Hi¢u truédng phan
cong.

D/c: Bui Thi Minh

- Don v¢ sinh chung toan truong, céng truoc, cé)ng
sau, khu hiéu bg, nha vé€ sinh hoc sinh va giao vién,
d6 rac toan truong, cham soéc khudn vién cay canh.

- Thuc hién céc nhi¢m vu khac do Hiu truong phan
cong.




D/c: Pham Thi Thanh

- Don vé sinh chung toan trudng, cong trudc, cong
sau, khu hi¢u bg, nha v€ sinh hoc sinh va gido vién,
d6 rac toan truong, chim soc khudn vién ciy canh.

- Thyc hién cac nhi€ém vu khac do Hi¢u truédng phan
cong.

V. Phin cong nhiém vu cho TPT va TKHD

STT

HO VA TEN

NHIEM VU

D/c Pham Hwong Lan

- Tong phu trach Doi.

- Phu trach phan cong, theo doi truyc ban GV va HS
hang ngay.

- Phan cong, theo doi truc ban ATGT cua bao vé va
giao vién.

- Phu trach tuyén truyén, danh gia viéc thuc hién
ATGT khu vuc cong truong.

- Theo dbi ché do chinh sach cta hoc sinh.

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

- Phu trach, theo doi, danh gia viéc don, tra hoc sinh
cudi cac budi hoc.

- T6 chirc cac hoat dong Po1 va Sao nhi, cac hoat
dong ngoai gio 1én 16p theo chi dao cia HDD thanh
phé, ciia BGH truong.

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

- Phu trach cong tac thong tin, tuyén truyén, cong
thong tin dién tir, bang thong tin di¢n tu, trang fb cua
nha trudng. T chirc cac hoat dong cua Lién doi,
HDNGLL, HDNK.

- Chju trach nhiém trién khai, quan 1y hd so, bao co
cong tac ATGT.

- T6 chire ky cam két va luu hd so caa GV va HS.

- Day 02 tiét/tudn.

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

P/c Lam Thi Hong
Nhung

- Thu ky Hoi dong.

- Kiém dién GVNV du Lé chao co. Kiém dién
GVNV dau gi0 cac cudc hop, bao cdo Chu tri cudc
hop.

- Ghi nghi quyét, bién ban cac cudc hop.

- Lén lich cong tac thang sau cudc hop hdi déng 01
ngay.

- Thuc hién cadc nhi€ém vu khac khi Hi¢u truédng phan
cong.







