UBND PHUONG VANG DANH CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TH LE HONG PHONG DPéc 1ap- Tu do- Hanh phuc
S6: 122/QD-LHP Udng Bi, ngay 22 thang 8 nam 2025
QUYET PINH

V/v phan cong nhiém vu can bo, giao vién, nhan vién truong
Tiéu hoc L& Hong Phong — Niam hoc 2025-2026

HIEU TRUONG TRUONG TIEU HQC LE HONG PHONG

Can ctr nhiém vu quyén han cua hi¢u truong dugc qui dinh trong Piéu 1é truong
Tiéu hoc hoc ban hanh kém theo Thong tu sé 28/2020/TT-BGD&DT ngay 4 thang 9
nam 2020 cua B6 Giao duc va Dao tao;

Can cr thong tu 05/TT- BNV ngay 05/01/2005 ctia Bo Noi vu quy dinh ché do
lam viéc d6i voi gido vién phd thong, du bi dai hoc.

Can ctr vao nhiém vu nim hoc 2025-2026 va tinh hinh thyc té ctia nha truong;

Xét nang luc chuyén mon cua cac ca nhan.

QUYET PINH:

Piéu 1. Phan cong nhiém vu cho cac can b, gido vién, nhan vién nha truong (coO
van ban kem theo);

Piéu 2. Cac 6ng (ba) pho hiéu truong, cac to chirc doan thé, cic ca nhan c6 trach
nhiém thuc hién t6t nhiém vu, ting cudng su phdi két hop cong tac va chiu trach nhiém
truée Hiéu truong vé nhimg nhiém vy duoc phan cong;

Picu 3. Cac bo phan, ca nhan c6 lién quan va cac ong, ba c6 tén tai Piéu 1 cin clr
quyét dinh thi hanh.

Quyét dinh c6 hiéu lyc ké tir ngay 1/9/2025

HIEU TRUONG
Noi nhan:
- PhongGD&DT (b/c);
- Nhu biéu 1;
- Luu.

Hoang Thi Hué



PHAN CONG NHIEM VU

Cén b9, Giao vién, Nhan vién trong nha truomg nim hoc 2025- 2026
(Kem theo QP so 122/QD-THLHP ngay 22/8/2025 ciia Hiéu truong truong TH Lé Hong Phong)

T A Niam | Trinh Viutri S6 Nhi¢ém vy
Ho tén sinh a6 vige | g
) lam
Phu trach chung cac hoat dong nha truong; chi dao
quan 1y nhan sy; cong tac thi dua khen thuong; danh
gia vién chtrc; danh gia chuan NNGV; Cong tac tai
chinh; cong khai 36; cong tac ky cuong hanh chinh;
Hoang Thi Pai | iy quan 1y hd so vién chtrc; nhan su, sur ly don tiép dan,
1 Hue | 19700 joc | tuone | 2 | cOng tic day thém hoc thém, phdi hop gidm sat hoat
' ' dong BDDCMHS; trang bi co s& vat chat va xay
dung nha truong; Phu trach an ninh trit ty truong
hoc, chi dao cong tac v€ sinh, chdm soc khuon vién
cdy canh truong hoc. Truc diém trudng chinh.
Chiu trach nhiém trudc Hiéu truong va lanh dao cap
trén vé cac nhiém vu sau: chi dao chuyén moén toan
truong; cong tac phd cap gido duc tiéu hoc; Quan ly
viéc thuc hién nén nép gido vién va hoc sinh; Phu
trach cong tac doan thé - xa hdi, cong tic hoc sinh — ngoai
Trinh Thi Pai Phé khod —y té.; cong tac thu vién, thiét bi, kiém dinh chat
2 Tuyét Nhuﬁg 1978 héc Hiu 4 luong, trudng chuan Qudc gia; xép thoi khoa biéu;
fruong phan cong day thay; cong tac ban tra; t6 chirc kiém
tra dinh ky; boi dudng thuong xuyén; cac cudc van
dong va phong trao thi dua; cong tac thong ke, bao
C40; Cac trang mang — thong tin dién tir; tuyén sinh;
thuc hién cac nhiém vu khac do Hi¢u truong phan
cong; Truc diém co so.
) Phu trach cong tdc doi, hoat dong ngoai gio, hoat
3 Luong Thi 1978 C:ao TPT 8 | dong TDTT, cong tac hoc sinh; Cong tac phé cap;
Huong dang cong tac kiém dinh; day bd mén, thuc hién cic nhiém
vu khéc khi Hiu truéng phan cong.
oM - Day va chu nhiém 16p 5A; Phuy trach chuyén mon
x . . t6 3.4, 5, giiip d& bdi dudng chuyén mon glao Vién
4 Ngu }:n Thi 1987 ?al 3é4|\’15 16 | trong to; Cong tac phd cap; cong tac kiém dinh;
a 0C 5A Thuc hién cac nhi¢m vu khac khi Hi€u truong phan
cong.
TPC - Day va chi nhiém 16p 4C; Phu trach chuyén mon,
c Dinh Anh 1980 | P2l | M | o |gitp do gido vién trong t; Cong tac phd cp; cong
Tuyét hoc | 3,45 tac kiém dinh; Thuc hién cac nhiém vu khac khi Hiéu
tredng phan cong.
Dinh Thi GV - Day va chu nhiém l6p 4B; giup d6 giao vién trong
6 Phurong 1979 | bH 19 | t6, Cong tac phd cap; cong tac kiém dinh; Thyuc hién
i cac nhiém vu khéac khi Hi€u truédng phan cong.
7 | PdThiNgoc | 1989 | PH | GV | 19 |- Day va chu nhiém l6p 3B; Céng tic pho cdp; cong




Ha DCN tac kiém dinh; Thuc hién cac nhiém vu khac khi Hiéu
3A truong phan cong.
X Day va chu nhiém 16p 5B; Cong tac phd cap; cong
8 Ng“ylfr‘]l,Ng‘-’c 1088 | BH | ©V | 19 | tac kiém dinh; Thuc hién cdc nhiém vu khéc khi Hiéu
. truong phan cong.
x . Day va chu nhiém 16p 5C; Cong tac pho cap; cong
o | NewnTh | egs | pH | V| 19 | tic kiém dinh; Thyc hién cc nhiém v khéc khi Higu
an trudng phan cong.
) Day va chu nhiém 16p 5D; Cong tac pho cap; cong
10 | PmIRE 000 | pr | ©Y | 19 | téc kiém dinh; Thyc hién cic nhiém vy khc khi Hiéu
y truong phan cong.
Nguyén Thi Day va chu nhiém 16p 1C; Cong tac pho cap; cong
11 Huon : 1988 | bH GV 19 | tac kiém dinh; Thuc hién cac nhiém vu khac khi Hiéu
& truong phan cong.
Day va chu nhiém 16p 2B; Cong tac phé cap; cong
12 D4 Thi Hién | 1984 | PH GV 19 | tac kiém dinh; Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.
Trin Thi Thu Day V?. chu nhiém 16p 1D; Cong tac phé cap; céng
13 Ho a'i 1988 | bH GV 19 | tac kiém dinh; Thuc hién cac nhiém vu khac khi Hi¢u
truong phan cong.
14 | Bang ThiHoa | 1973 | CP | GV | 23 |Daybo mén,
Day va chu nhiém 16p 2C; Phu trach chuyén mén to
TC 1,2, gitp d& boi dudng chuyén mon gido vién trong
15 | Bui Thi Loan | 1990 | PH MM 16 | to, di@u hanh hoat d(f)ng7 chuyén mon cua to6. Cong
tac pho cap; cong tac kiém dinh; Thyc hi¢n cac
nhi¢m vu khac khi Hi¢u truéng phéan cong.
Day va chu nhiém 16p 3A; Cong tac pho céap; cong
16 | Poan Thi Hao | 1991 | bH GV 19 | tac kiém dinh; Thuc hién cac nhiém vu khac khi Hiéu
trudng phan cong.
Hoang Thi - Day by mon; Cong tac phé cap; cong tac kiém dinh;
17 Thiy : 1974 | Cb GV 23 T}luc hién cac nhi¢m vu khac khi Hiéu truong phan
cong.
X , . L - Day va chu nhiém 16p 4A; Coéng tac pho cap; con
18 bo Th;\Khanh 1991 Dai G.Ifl 0 19 | tac lZiém dinh; Thl_J:cOT;lién cac n%liémpvu klll)éc kh%
Hoa hoc Vién . \ A A
Hiéu trudng phan cong
Dai | Gio - Day va chu nhiém 16p 3C, Cong tac phé cép; cong
19 | Pham Thi Lam | 1981 : o 19 | tac kiém dinh; Thuc hién cac nhiém vu khac khi
hoc | vién A X A oA
i Hi¢u trudng phan cong.
bai | Giso Day va chu nhiém 16p 1B; Cong tic pho cdp; cong
20 | Binh Thi Loan | 1989 : Y 19 | tac kiém dinh; Thuc hién cac nhiém vu khac khi
hoc | vién . \ A A
Hi¢u truong phéan cong.
‘ bai | Gido Day va chi nhiém 16p 1A; Cong tac pho cp; cong
21 | Vi Thi Huyén | 1984 hoc | vien 19 | tac kiém dinh; Thuc hién cac nhiém vu khac khi Hi¢u
: trudng phan cong.
- Day bd moén; Thu ky hoi déng, Phu trach chuyén
< .| TPC mon, giup d& gido vién trong t6; phu trach tap luyén
22 Daann"flhu 1981 ﬁj é Mto | 21 | vin nghé cho GV va HS tham gia thi cac cip va hoat
' ' 1,2 dong van nghé cia nha truong (Mang van nghé);

Cong tac phé cap; cong tac kiém dinh; Thuc hién céc




nhiém vu khac khi Hiéu truéng phan cong.

Day bo mén; phu trach: Cong tac phd cip; cong tac
kiém dinh. Trang tri khanh ti€t, bang z6n, khau hiéu,

23 Trinh Rhuong 1986 bai | Giao 23 bang biéu trang tri, phu tréc}l bai du thi v€ cua hoc
Yén hoc | Vién sinh... (Cac ndi dung thudc vé my thuat)
Thuc hién cac nhi¢m vu khac khi Hiéu truong phan
cong
Day T.Anh; Cong tac pho cép; cong tac kiém
Luong Thu bai | Giao dinh.Thyc hi¢n cac nhi¢m vu khac khi Hi¢u trudng
24 A 1991 - 23 A
Huyén hoc | Vién phan cong
25 Day moén Thé duc, Phu ’tréch tap luyén cac mon thé
Binh Dite Pai | Gido thaf) th1. cap thzfnh p;hoi sua chu’a n};o trong nha
\ 1989 L 23 | truong, ; Cong tac pho cap; cong tac kiém dinh.Thuc
Thanh Hoc | Vvién N P , A \ N
hién cac nhiém vu khac khi Hi¢u trudng phan cong
26 D:g}y bd mon; phu trach: Céng tac phé cap; cf)ng tac
kiém dinh. Trang tri khanh tiét, bang zon, khau hiéu,
) e A bai | Giao bang biéu trang tri, phu trach bai du thi v& ctia hoc
Dinh Thi Niém | 1985 |y o | vien | 2 | sinh... (Céc noi dung thuoc vé my thuat)
Thyc hién cac nhi€ém vu khac khi Hi¢u trudng phan
cong
27 N Day T.Anh; Cong tac phd cdp; cong tac ki€ém dinh.
Nguyen Thi bai | Giao Thyuc hién cac nhiém vu khac khi Hi¢u truong phan
1980 i 23 "
Thom Hoc | vién cong.
28 N Day va chu nhiém 16p 2A; Cong tac pho cap; cong
Nguyeén Thi bai | Giao tac kiém dinh. Thuc hién cac nhiém vu khac khi Hiéu
. 1978 < 19 , A A
Hoai Thu hoc | vién trudng phan cong
1. Thu vién
Quan ly sach, bado cua don vi theo quy dinh;
Theo do6i, quan 1y viéc gido vién va hoc sinh
muon, trd sach;Tiép nhan, bo sung sach, tai li¢u
tham khdo cho gido vién va hoc sinh;Truc phong
doc theo quy dinh; Xay dung ké hoach thu vién,
quan 1y sip xép ngin nap, khoa hoc dé tién loi
cho viéc tim sach. C6 ké hoac bd sung sach gigo
Vil Thi Thu Gido khoa, sach tham khao, sich nghiép vu (Tham
29 ; 1973 | bH - 17 iy . A \ A R A A
Thuy vién muu voi ban gidm hiéu thanh 1ap t6 cong tac vién

thu vién); thuc hién cho muon sach, doc sach,
b4o hang ngay va thu hdi muon sach hang tuan,
hang ky, hang nam; quan ly tai san thu vién; ho
s0' s0 sach muon, tra ghi chép day du dung quy
dinh, sb theo ddi sach bao ...Hoc tap nang cao
chuyén mon nghiép vu.

2/ Thiét bi truwong hoc:

Phu trach thiét bi: C6 ho so so sach ghi chép day




du tai san thiét bi; co s6 ghi chép muon va tra,
vach ké hoach hoat dong, mua samm, stra chita
trang thiét bi, d6 dung day hoc. Két hop vai dong
chi Phé hiéu truong dé nang cao chat luong hoat
doéng cua phong thi nghiém; bao quan sip xép
ngan nép tién loi cho viéc st dung; chiu trach
nhiém néu dé xay ra hién tuong mat mat.

3. Phu trach phong bo mon: Phong Am nhac, My
Thuat, Tiéng Anh, Tin hoc.

30

D4 Thi Hang

1986

Pai
hoc

Nhan
Vién
Ké
toan

1. K& toan:
Thu thap, xtr Iy thong tin, s6 liéu ké toan; Kiém
tra, gidm sat cac khoan thu, chi tai chinh, cac
nghia vy thu, ndp, thanh todn no, kiém tra viéc
quan 1y, str dung tai san va ngudn hinh thanh tai
san; Phan tich thong tin, s6 lidu ké toan; Cung
cap thong tin, sb liéu ké toan theo quy dinh cua
phap luat; Thuc hién quy dinh hién hanh vé chirc
nang, nhiém vu cua ké toan; Chiu trach nhiém
tham muu véi thu truong don vi vé moi mat hoat
dong tai chinh; Bdo quan, theo doi co s& vat chat
cho nha truong; Soan thido cac van ban tai chinh,
hop dong, gido vién; Bao dam ché do kip thoi
cho can bg, gido vién, nhan vién; Thuc hién hoan
tat, luu trix déy du, khoa hoc, chinh xac, minh
bach cac chung tur, cac ho so, sb sach vé tai chinh
theo ding quy dinh; Phy trach tong hop chimg
tr, bao an ban tra.
2.Van Thu:
Hang ngay nhan cong van va phan loai cong van,
tham muu cho ldnh dao su 1y cong vin; chuyén
cong van di; Quan 1y, Luu trir cong vin di-dén
theo quy dinh; Thuc hién cac nhi€ém vu khéc do
Hi¢u truéng phan cong.

31

D6 Thi
Phuong

1976

Cb

Nhan
Vién
Y té

1Y té

Cham soc suc khoé cho hoc sinh va giao vién tai
truong. Quan 1y tai san thiét bj y té, Kiém tra,
nhic nhd vé sinh hoc duong, VSATTP. Thuc
hién day da va quan 1y hd so vé cong tac Y té
hoc duong, bao hiém hoc sinh. Thuc hién cac
nhiém vu khac khi Hiéu trudng phan cong.

2. Thi qui

Thu va chi theo quy dinh; mua sim céc loai dung
cu sinh hoat hang ngay trong co quan; Cong tac
phd cap; cong tac kiém dinh. Thyc hién cac nhiém vu
khac do Hi€u truong phan cong; Tryc ca ngay trong
tuan.




32

Pham Phu May

1960

Bao
vé

- Bdo v¢€ toan b tai san, CSVC, trang thiét bi, d6
dung, cdy xanh tham co, cong trinh, kién trac, an
ninh cia truong; dam nhiém cong tac phong
chay, chita chay. Pam bdo an ninh an toan nha
truong 24/24, khong dé khach, hoc sinh ra vao tur
do, di lai ty do trong truong; dac biét khi dang
trong gio lam viéc.Khach vao lam viéc véi Hiéu
truong phai thong qua bao vé va phai biét 1y do
m&i cho vao gip.- Phai chiu trach nhiém va boi
thuong thiét hai khi c6 su cd xay ra.Bao v¢ xe
cua can bd giao vién, khach lam viéc (co6 dang
ky). Mét phai boi thuong theo gid trj hién tai.Stra
chita nho trong truong. Thuc hién cac nhiém vu
khac do Hiéu truong phan cong.
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Nguyén Vin
Hao

1955

Bao
Ve

- Bdo v¢ toan bg tai san, CSVC, trang thiét bi, do
ding, cAy xanh tham co, cong trinh, kién trac, an
ninh cua truong; ddm nhiém cong tic phong
chay, chita chay. Pam bdo an ninh an toan nha
truong 24/24, khong dé khach, hoc sinh ra vao tu
do, di lai ty do trong truong; dac biét khi dang
trong gio lam viéc.Khach vao lam viéc véi Hiéu
truong phai thong qua bao vé va phai biét Iy do
méi cho vao gip.- Phai chiu trach nhiém va boi
thuong thiét hai khi c6 su cd xay ra.Bao vé xe
cua can bd giao vién, khach lam viéc (c6 dang
ky). Mét phai boi thuong theo gid trj hién tai.Stra
chita nho trong truong. Thuc hién cac nhiém vu
khac do Hi€u trudng phan cong.

34

Tran Xuan
Mich

1950

Bao
Ve

- Bao vé toan bo tai san, CSVC, trang thiét bi, dd
dung, cay xanh tham cd, cong trinh, kién trac, an
ninh cua truong; dam nhiém cong tac phong
chay, chita chay. Pam bdo an ninh an toan nha
truong 24/24, khong dé khach, hoc sinh ra vao tu
do, di lai tu do trong truong; dac biét khi dang
trong gio lam viéc.Khéch vao lam vi¢c véi Hi¢u
truong phai thong qua bao vé va phai biét Iy do
moi cho vao gip.- Phai chiu trach nhiém va boi
thuong thiét hai khi c6 sy cd xay ra.Bao v¢ xe
cua can bd gido vién, khach lam viéc (c6 ding
ky). Mat phai boi thuong theo gid trj hién tai.Stra
chita nhé trong trudong. Thyuc hién cac nhi€ém vu
khéc do Hi¢u trudng phan cong.

35

Nguyén Vin
Vé

1950

Bao
Veé

- Bdo v¢ toan bg tai san, CSVC, trang thiét bi, dd
dung, cdy xanh tham co, cong trinh, kién trac, an
ninh cua truong; dam nhiém cong tac phong
chay, chita chay. Pam bdo an ninh an toan nha




truong 24/24, khong dé khach, hoc sinh ra vao tu
do, di lai ty do trong truong; dac biét khi dang
trong gio lam viéc.Khach vao lam viéc vé1 Hiéu
trudng phai thong qua bao vé va phai biét Iy do
moi cho vao gap.- Phai chiu trach nhi¢m va boi
thuong thiét hai khi c6 sy cd xay ra.Bao vé xe
cua can bd giao vién, khach lam viéc (c6 dang
ky). Mat phai boi thudng theo gid tri hién tai.Stra
chira nho trong truong. Thuc hién cac nhiém vu
khac do Hiéu trudng phan cong.
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Tran Thi Huin

1961

Vé
sinh

Chim s6c hé thong cay xanh, ciy canh dam bao
xanh t6t va my quan; VS truong 16p, phong chirc
nang, cac cong trinh VS, san truong luon sach s€,
gon gang...phuc vu nudc udng cho can bd gido
vién; Cung thuc hién nhirng nhi€ém vu khac duoc
giao.
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D6 Thi Mai

1965

Ve
sinh

Chim soc hé thdng cay xanh, cdy canh dam bao
xanh tot va my quan; Quyét don vé sinh toan bo
khu vuc truong, phong chirc ning, cic cong trinh
VS, san truong ludn sach s€, gon gang... phuc vu
nudc uéng cho can bd gido vién; Cung thuc hién
nhitng nhi¢m vu khac duoc giao.




