UBND PHUONG UONG Bi CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG TIEU HQC YEN THANH Déc 1ap - Tw do - Hanh phuc
$6: 236/QD-THYT Uéng Bi, ngay 01 thang 8 ndm 2025
QUYET PINH

V/v phan cong nhiém vu cho can b, giao vién, nhan vién
Nam hgc 2025-2026

HIEU TRUONG TRUONG TIEU HQC YEN THANH
Can civ nhiém vu, quyén han cia Hiéu truong truong Tiéu hoc dwoc quy
dinh trong Piéu 1¢ truong Tiéu hoc ban hanh kém theo Thong fr 28/2020/TT-
BGD& DT ngay 04/9/2020 cua Bo truong B6 GD&DT;
Can cir quy dinh ché dg lam viéc doi véi gido vién phé théng Ban hanh
theo Thong fw sé 28/2009/TT-BGDDT ngay 21 thang 10 nam 2009 cia Bé
truong Bo GD&DT;

Can cir vao tinh hinh thyc té vé dgi ngii can bé quan Iy, gido vién, nhdn
VIén hién co cua nha truong;
Xét d@é nghi ciia chuyén mén nha trieong.
QUYET PINH:

Piéu 1. Phan cong nhiém vu cho 45 can bo, gido vién, nhan vién trong nha
treong nam hoc 2025-2026 (co bang phan cong nhiém vu kem theo).

Piéu 2. Can bo, gi4o vién, nhan vién nha trudng cé trach nhiém thyc hién
nghiém tac cac nhiém vu dugc phan cong, dong thoi hd tro, phdi hop véi dong
nghiép hoan thanh nhiém vu chung cta nha trudng va duoc hudng ché d6 theo
quy dinh hi€n hanh.

Picu 3. Cac bo phan, ca nhan ¢ lién quan va cac ong (ba) c6 tén tai Diéu 1
can ctr Quyét dinh thi hanh.

Quyét dinh nay c6 hiéu luc ké tir ngay ky va thay thé cac quyét dinh trudc day./.

Noi nhin: HIEU TRUONG
- UBND phuong( blc)
- CBGVNV(t/h)

- Cong TTPT;

- Gmail truong;

- Luu VT.

Nguyén Thi Kim Cuc



PHAN CONG NHIEM VU
Cho can bg, giao vién, nhan vién nam hoc 2025-2026
(Kém theo OP s6 236/0P-THYT ngay 01 thdng 8 ndm 2025
ciia Hiéu truong truong Tiéu hoc Yén Thanh)

A- TINH HINH POI NGU

Téng sb: 45 d/c. Trong do:

Nam: 06; Nir: 39. Pang vién: 39

Trinh d¢ 1i luan chinh tri: Trung cap: 05; So cap: 34

Trinh d6 chuyén mon, nghiép vu: Pai hoc: 40; THPT: 5

Co cau: Ban giam hi¢u (01 Hi€u trudng; 02 Pho Hi¢u truong); 36 GV; 06 NV
B - PHAN CONG NHIEM VU

STT

Ho va tén

Chirc vu

Nhiém vu dwgc giao

I- BAN GIAM HIEU

NGUYEN THI
KIM cUC

Hiéu truéng
Chu tich
HD truong

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

- Truc tiép phan cong nhiém vu cho Pho Hiéu
trudng, gido vién, nhan vién, nguoil lao dong
trong nha truong.

- Chi dao cong tac tai chinh; co s& vat chéit
truong hoc; cong tac td chirc, nhan su; phat
trién doi ngli; cong tac Thi dua, Khen thuong;
ky luat; cong khai; cong tac truong chuan Quéc
gia, danh gia vién chtc; chuan nghé nghiép;
cdng tac tiép phu huynh hoc sinh;

- Xay dung céc ké hoach: Ké hoach chién lugc
phat trién nha truong, ké hoach nhiém vu nim
hoc; ké hoach quan ly tai san, tai chinh; co s&
vat chat; ké hoach xi hoi hoa gido duc; ké
hoach thyc hién cac khoan thu chi va mot sé ké
hoach khéc theo quy dinh cua Piéu 1& trudong
Tiéu hoc va su chi dao cua S¢ Gido duc theo
nhiém vu cu thé trong nam hoc.

- Phéi hop giam sat hoat dong cua Ban dai di¢n
CMHS truong, 16p.

- Quan ly nén nép, kiém tra thuc hién ky luat,
Ky cuong cong vu, ndi quy nha truong.

- Phu trach cong tac ban tra, kiém tra ATTP;
trye ban tri thir 2 hang tuan.




- Day 2 tiét/tuan.
- Tham gia SHCM tai t6 1.

NGUYEN THI
MINH THU

Pho Hi¢u
trudng

- Chi dao cong tac chuyén mon nha truong; phu
trach chuy@n mén t6 2.3.

- Phy trach cong tac phd cép, kiém tra ndi bo;
cong tac bdi dudng thudng xuyén, cong tac
Doi, HDNGLL, cong tic y té trudng hoc, vé
sinh an toan thuc pham.

- Phu trach cong tadc hoc sinh; ANTT, ATTH;
PCCC; cong tac dan chu; cong khai; phap luat;
phap ché; cac cudc van dong va céac hoi thi.

- Phu trach chung xdy dung thoi khoa biéu,
phan céng GV day thay, bao céo si sb.

- Xay dung ké hoach BDTX va céac ké hoach
khac theo nhiém vu dugc phan cong.

- Kiém tra thyc hién ky luat, ky cuong, dao
dtrc cong vy, cac ndi quy cia CBGVNV.

- Phu trach cong tac ban tru, kiém tra ATTP;
tryc ban tra thir 3,5 hang tuan.

- Giang day 4 tiét/ tuan.

- Tham gia SHCM tai t6 2+3.

- Thuc hién nhiém vu khac do Hi€u truéng phan
cong, thay mat Hiéu truong khi dugc uy quyén.

HOANG HIEU
HANH

Pho Hiéu
trudng

- Chi dao cong tdc chuyén mon nha truong; phu
trach chuyén mon t6 1 va to 4,5.

- Phu trach cic phan mém.

- Phy trach cong tac kiém dinh chat luong;
CSVC, cong tac thiét bi thu vién.

- Phu trach cong tac kiém tra dinh ky, cong tac
boi dudng HSNK, phu dao HSCHT.

- Xay dung ké hoach gido duc nha truong va
cac ke hoach theo nhi€ém vu phan cong.

- Kiém tra thyc hién ky luat, ky cuong, dao dirc
cong vy, cac ndi quy cia CBGVNV.

- Kiém tra ATTP; truc ban tri thir 4 hang tuan.
- Giang day 4 tiét/ tuan.

- Tham gia SHCM tai t 4,5.

- Thyc hién nhiém vu khac do Hi¢u trudng phan
cong, thay mat Hiéu truong khi duge uy quyén.




I1-TO CHUYEN MONTO 1

PHUNG THUY
TRANG

T6 trudng
chuyén mon
t6 1

- Gido vién chu nhiém 16p 1A1.

- Giang day du sb tiét theo quy dinh.

- Chi dao cong tac cta té chuyén mén, kiém tra
gido 4n, hd so thanh vién trong t6; xay dung
cadc ké hoach td; thuc hién bdo cdo cua td
chuyén mén.

- Thuc hién cong tac kiém tra ndi bd, cac chuyén
dé, thao giang va hd so to chuyén mén.

- Thuc hién cac nhiém vu khac khi duoc Lanh
dao nha truong phan cong.

HOANG THI
HANG

T6 pho chuyén
mon t6 1

- Gido vién chu nhiém 16p 1A4.

- Giang day du s6 tiét theo quy dinh.

- Hoan thién hd so t6 cung t6 trudng; ghi bién
ban Nghi quyét to chuyén mon.

- Thuc hién cadc nhiém vu khac khi duoc Lanh
dao nha truong phéan cong.

NGUYEN THI
HA

Giéo vién

- Gido vién chu nhiém 16p 1A2.

- Giang day du s6 tiét theo quy dinh.

- Phu trach ning khiéu: Viét chir dep.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

DANG THI
THANH BINH

Giao vién

- Gi4o vién chu nhiém 16p 1A3.

- Giang day du sb tiét theo quy dinh.

- Phu trach nang khiéu: Viét chir dep.

- Thuc hién cac nhiém vu khac khi duoc Lanh
dao nha truong phéan cong.

HOANG THI
HONG VAN

Gido vién

- Gido vién chu nhiém 16p 1AS5.

- Giang day du s6 tiét theo quy dinh.

- Thyc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

NGUYEN THI
KIM HIEU

Tong phu trach
boi
Kiém cong tac
y té hoc dudng

- Phy trach Cong tac Doi, hd so Doi.

- T6 chirc cac hoat dong cua Lién doi.

- Quan Iy hoc sinh 15 phut dau gid sang, chiéu,
chi dao HS ra v€. Theo doi thi dua cua céac 16p.
- Kiém nhiém thyc hién nhiém vy y té hoc
duong.




- Giang day du sb tiét theo quy dinh.
- Thuc hién cac nhiém wvu khac khi duoc
Lanh dao nha truong phan cong.

Giéo vién day

- Giang day du sb tiét theo quy dinh.
- Phy trach hoat dong Van hoa van ngh¢;

VU THI X
10 . Nghé thuat HSNK mén Am nhac.
THU CUC A . : . x
(Am nhac) - Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phéan cong.
- Giang day du sb tiét theo quy dinh. (Khoi
Gido vién day 1.35)
N Nghé thuat | - Phu trach ning khiéu mén M thuat.
11 NGUYEN THI NG thus Phu tréch o3 . thu vien. thidt bi o6 )
THU HUGNG _(A 1tAuat), - u trac "cogg tac thu vién, thiet bi cong tac
Kiém cong tac | thu vién thiét bi.
TBTV - Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.
- Giang day du sb tiét theo quy dinh (Khéi 2,4).
L - Trudng nhém trang tri khanh tiét.
NGUYEN | Glovienday | o irich trang Facebook
12 RONG DAT Nghé thuat - u trach trang Face (?o .
. . (M thuat) - Kiém tra, tham muu vé CSVC.
- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.
I11 - TO CHUYEN MON TO 2,3
- Gido vién chu nhiém 16p 3A1.
- Giang day du sb tiét theo quy dinh.
- Chi dao cong tac ciia t6 chuyén mon, kiém tra
P gido an, hd so thanh vién trong t0; xay dung
) N To truong LA 2. N R
PAO THI KIEU . ° .| cac ke hoach t6; thuc hién bao céo cta to6 CM.
13 X chuyén mon to o N R
TRANG 53 - Thuc hién cong tac kiém tra ndi bo, cac chuyén dé,
’ thao giang va hd so to chuyén mon.
- Phy trach HSNK khéi 3 mon Toén.
- Thuc hién cac nhiém vu khac khi duoc Lanh
dao nha truong phan cong.
- Giao vién chu nhiém 16p 2A2.
- Giang day du sb tiét theo quy dinh.
14 TRAN THI | T6 ph6 chuyén | - Hoan thién hd so td cung t6 truéng; ghi bién
THANH mon t6 2,3 | ban nghi quyét t6 chuyén maon.

- Phu trach HSNK khéi 2.

- Thuc hién cac nhiém vu khac khi dugc Lanh




dao nha truong phan cong.

- Gi&o vién chu nhiém 16p 2A1.
- Giang day du sb tiét theo quy dinh.

15 TRAN THI Gido vién : i 2
HOAN - Phu trach HSNK khoi 2.
- Thuc hién cac nhiém vu khac khi duoc Lanh
dao nha truong phan cong.
- Gido vién chu nhiém 16p 2A3.
PHAM THI S - Gi 1 86 tié inh.
16 : | Gio vien Giang day du so ti€t theo quy dinh
HOA - Thyc hién céc nhi¢m vy khac khi dugc Lanh
dao nha truong phan cong.
- Giao vién chu nhi€ém 16p 2A4.
17 NGUYEN THI Gido vien - Giang day du so tiét theo quy dinh.
HUONG - Thyc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.
- Gido vién chu nhiém 16p 2AS.
18 PHAM THI Gio vien - Giang day du so tiét theo quy dinh.
OANH - Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.
- Gi4o vién chu nhiém 16p 3A2.
- Giang day du s6 tiét theo quy dinh.
BUI THI HONG Gido vién - Thuc‘hlcn cac ké hoach, hoat dong va ho so
19 NGOC s Chi doan.
' Bithu chidodn | o 4 4ch HSNK khéi 3 mon Tiéng viet,
- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.
- Gi4o vién chu nhiém 16p 3A4.
20 LE THI THU Gio vien - Giang day du so tiét theo quy dinh.
THANH - Thuc hién cac nhiém vu khac khi duoc Lanh
dao nha truong phan cong.
- Gido vién chu nhiém 16p 3AS.
YEN THI S - Gig 186 tié inh.
91 NGU ‘ N THI Gio vien Giang day du so tiét theo quy dinh
HUONG - Thyc hién cac nhiém vu khac khi duoc Lanh
dao nha truong phan cong.
- Gido vién chu nhiém 16p 3A3.
29 BUI THU Gi4o vien - Giang d.ay da so tl.et theo quy d1nh.
HUONG - Thuc hién cic nhiém vu khéac khi duge Lanh

dao nha truong phan cong.




23

ONG THI
NHUNG

Giéo vién day
Tiéng Anh

- Giang day du sb tiét theo quy dinh.

- Phy trach chuyén mon Tiéng anh khéi 5.

- Phy trach HSNK mén Tiéng anh.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

24

TRAN THI
VAN

Gido vién day
Tiéng Anh

- Giang day du sb tiét theo quy dinh.

- Phy trach chuyén mon Tiéng anh khéi 3.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

25

LUU THI
PHUONG

Gido vién day
Tiéng Anh

- Giang day du sb tiét theo quy dinh.

- Phy trach chuyén mon Tiéng anh khéi 4.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

IV- TO CHUYEN MON TO 4,5

26

NGUYEN THI
LUGCNG

T6 trudng to
chuyén mén
4,5

- Giao vién chu nhiém 16p SA4.

- Giang day du s6 tiét theo quy dinh.

- Chi dao cong tac cua t0 chuyén mén, kiém tra gido
an, ho so thanh vién trong t6; xay dung cac ke hoach
t0; thurc hién bao cao to CM.

- Thure hién céqg tac }(iém tra ndi bd, cac chuyén dé,
thao giang va ho so t6 chuyén mon.

- Phy trach HSNK mon Tiéng viét khdi 5.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

27

NGUYEN
PHUONG
THAO

Té pho t6
chuyén mén
4,5

- Gido vién chu nhiém 16p 4A4.

- Giang day du sb tiét theo quy dinh.

- Hoan thién ,hé Y t6 clng to truong; ghi bién
ban nghi quyét t6 chuyén mon.

- Phu trich HSNK mén Toan khoi 4.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

28

LY HOA MAI

Giao vién

- Gido vién chu nhiém 16p 4A1.

- Giang day du sb tiét theo quy dinh.

- Thuc hién cac nhiém vu khac khi duoc Lanh
dao nha truong phan cong.

29

DUONG THI
DUNG

Giao vién

- Gido vién chu nhiém 16p 4A2.

- Giang day du sb tiét theo quy dinh.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

30

NGUYEN THI
HUYEN

Giao vién

- Gido vién chu nhiém 16p 4A3.
- Giang day du sb tiét theo quy dinh.




HUONG

- Thuc hién cac nhiém vu khac khi dugce Lanh
dao nha truong phan cong.

31

NGUYEN THI
QUYEN

Giao vién

- Giao vién chu nhiém 16p 4AS.

- Giang day du sb tiét theo quy dinh.

- Phu trach HSNK mén Tiéng viét khoi 4.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

32

BUI THI HOA

Giao vién
Thu ky HD
truong

- Gido vién chu nhiém 16p SAL.

- Giang day du sb tiét theo quy dinh.

- Thyc hién nhiém vy cia Thu ky HD, ghi Nghi
quyet cac cudc hop Hoi dong truong, hop nha truong.
- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

33

NGUYEN THI
THU HIEN

Giéo vién

- Gido vién chu nhiém 16p 5SA2.

- Giang day du sb tiét theo quy dinh.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phéan cong.

34

LE THI HONG
HAI

Giéo vién

- Gido vién chu nhiém 16p SA3.

- Giang day du sb tiét theo quy dinh.

- Phu trach HSNK mén Toan khdi 5.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

35

PINH THI THU
HA

Gido vién

- Gido vién chu nhiém 16p SAS.

- Giang day du sb tiét theo quy dinh.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

36

DINH MANH
LINH

Gido vién day
Tin hoc

- Giang day du s6 tiét theo quy dinh.

- Phy trach t6 CNTT.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

37

PHAM THANH
THIEN

Giéo vién day
GDTC

- Giang day du sb tiét theo quy dinh.

- Phuy trach nang khiéu TDTT cac mén: Béng
da, dién kinh...

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

38

HOANG MINH
TUYEN

Gido vién day
GDTC

- Giang day du sb tiét theo quy dinh.
- Tham gia bdi dudng HSNK vé TDTT.




- Thyc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

39

TRAN THI HAI

Giao vién

- Gi4o vién day budi 2.

- Giang day du sb tiét theo quy dinh.

- Xay dung kich ban, dan chuong trinh.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

V- TO VAN PHONG

40

TRAN THI
TUYET LAN

Tb trudng to
van phong
Nhan vién
hanh chinh

- Phu trach chi dao va ho so t6 van phong.

- Phu trach cong tac van thu nha truong.

- Nhan, chuyén cong van di, dén, vao s6 du
thdo cong van.

- Va0 s0, quan 1y s6 tiép phu huynh; so theo
do6i don thu.

- Quan 1y con diu nha truong.

- Thuc hién cac nhiém vu khac khi duoc Lanh
dao nha truong phan cong.

41

DANG THI
THANH TAM

T pho t6 vin
phong
K¢é toan

- Phu trach cdng tac tai chinh - ké toan trong
nha truong (cac khodn thu chi trong va ngoai
ngan sach).

- Thyc hién hoan tat, luu trix dﬁy du, khoa hoc,
chinh xac minh bach cac chung tur, cac ho so,
sO sach vé tai chinh theo dung quy dinh.

- Phuy trach cap nhat, theo doi tai san, CSVC.
-Tham muu giGp chu tai khoan: Lap va xay
dung du todn chi ngin sich diung quy dinh,
phan khai ngudn ngan sich dung va dap tng
tinh hinh hoat dong ctia nha truong.

- Phy trach luong, tham nién, ché d0, chinh
sach cho CBGVNV va HS.

- Phuy trach cong tac cong khai va luu gitra hd
so cong khai.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.

42

NGUYEN
PHUC THANH

Nhan vién
bao vé

- T’huc hién nhiém vu bao vé tai san, co s& vat
chat nha truong.

- Sura chitra nho trong nha truong.

- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.




- Thuc hién nhiém vu bao vé€ tai san, co s& vat
chat nha truong.

A ) Nhan vién
43 LAMATUOC o - Stra chita nho trong nha truong.
CONG bao vé i, n . . ~
- Thuc hién cac nhiém vu khac khi dugc Lanh
dao nha truong phan cong.
- Don v¢ sinh trong khuon vién nha trudong.
14 NGUYEN THI Nhanvién | - Chiam soc hoa, cy canh trong nha truong.
THU HUYEN vé sinh - Thuc hién céc nhiém vu khéc khi duge Lanh
dao nha truong phan cong.
- Don vé sinh trong khu6n vién nha truong.
A5 PHAN THI Nhan vién - Cham soc hoa, cdy canh trong nha truong.
LUONG V¢ sinh - Thuc hién cac nhiém vu khac khi dugc Lanh

dao nha truong phan cong.

(Bang phdn cong co 45 d/c)




