UBND THANH PHO UONG B CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG GIAO DUC VA PAO TAO Poc 1ap - Tw do - Hanh phic
S6: 794/QP-GD&DT Udng Bi, ngay A9 thing 8 nim 2016
QUYET PINH

V/v phén cong nhiém vy d6i véi Lanh dao va Chuyén vién
Phong Gido duc va Dao tao thanh pho Udng Bi tir ngay /9/8/2016

TRUONG PHONG GIAO DUC VA PAO TAO

Can cu Luat gido dyuc ngay 14/6/2005 va Luat stra ddi, bd sung mot so diéu
cua Luat gido duc ngay 25/11/2009;

Can ctr Luat Cong chire ngay 13/11/2008, Luét Vién chirc ngay 15/11/2010;

~ Can ctr\quyét dinh 6091/2015/QD-UBND ngay 11/9/2015 cua UBND thanh

pho Udng Bi vé viéc quy dinh churc nang, nhiém vy, quyén han va co cau t6 chirc clia
Phong Gido duc va Pao tao thanh pho;

Can cu vao tinh ,hinh thuc té vé co ciu td chic va nhiém vu cua nganh Gido
duc va Dao tao thanh pho Udng B,

QUYET PINH:

biéu 1. Ban hanh kém theo Quyét dinh nay ban phén cong nhi¢m vy déi voi
Lanh dao va Chuyén vién Phong Gido duc va Pao tao thanh pho Udng Bi.

Piéu 2. Cén bd, cong chuc, vién chic Phong GD&DT thanh phd ¢o trach
I‘lhiéll"l thuc hién nghiém tic nhiém vu dugc phéan cong, dong thoi phoi hop va ho tro
cac dong nghi¢p dé hoan thanh nhiém vu chung cia don vi.

Piéu 3. Céc bd phan cong tac thuoc phong GD&DT, Hiéu truong cac don vj
truong truc thugc Phong GD&DBT va cac Ong, Ba ¢6 tén tai Didu 1 cin cu quyét dinh
thi hanh.

Quyét dinh nay thay thé Q,uyé't dinh sé 150/Qb-GD&DT ngay 01/3/2016 cua
Truong phong GD&DT thanh phé va cé hiéu luc ké ngay ky./.

Noi nhin: TRUONG PHONG
- S GD&DT (ble); N\

- TT UBND Thanh phd (b/c); A\

- Céc bg phan cong tac Phong GD&DT:

- Céc don vi truong truc thude; , GV U 1
- Cong TTDT nganh; \ * O O 'Fl

- Luu: VT. ‘ /
Phan Hong Anh



UBND THANH PHO UONG BI CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG GIAO DUC VA PAO TAO Doc 1ap- Tw do - Hanh phic

PHAN CONG NHIEM VU
Lanh dao va Chuyén vién Phong Giao duc va Dao tao thanh pho Uong Bi
(Ban hanh kém theo Quyét dinh s6. —734/QB PGD&DT ngay 49/8/2016
cua Truong phong Gido duc va Dao tao)

A. TINH HINH POI NGU

Tong s6: 21 dong chi, trong dé:

+ Nam: 13; Ni: 08; Bang vién: 20.

+ Trinh d0 ly luén chinh tri: Cao cdp: 01; Trung cép: 19; So cap: 01

+ Trinh d chuyén mon, nghi¢p vu: Thac si: 08; Pai hoc: 12; Trung cép: 0

Co ciu lanh dao va chuyén vién:

+ Lanh dao: 05 dong chi (01 Truéng phong, 03 Pho truéng phong, 01 Chu tich cong
doan nganh).

+ T4 cong tac: 03 t6, gdm: td Hanh chinh - téng hop (04 ddng chi), t6 Ké hoach - Tai
chinh (04 dong chi), té Chuyén mon (08 dong chi).

B. PHAN CONG NHIEM VU

I- LANH PAO PHONG GIAO DUC VA PAO TAO

TT| Ho va tén, chirec danh Nhiém vu
- Chi dao, quan ly chung toan nganh.
-9Tru'c tiép diéu hanh céc linh vuc: td churc can b0, thi dua,
tong hop.
- Chi dao cong tac xdy dung CSVC, cong tac Thong ké -

. ké hoach, xdy dung cac dy an, chuong trinh diu tu, phat
D/c: Phan Hong Anh  |trién.

1 Trudéng phong - Chi dao cong tac thanh-kiém tra, khiéu nai, t6 céo.
- Diéu hanh ngan séch SNGD duoc cép tham quyén phé
duyét.

- Phy trach cong tac phdi hop véi véi cac phong: Tai
chinh va K& hoach, Noi vu, Tai nguyén va Mdi truong,
Ban Quan ly dyu 4n cong trinh.

- Tham gia sinh hoat tai t6 Hanh chinh-Tdng hop.

- Chi dao chuyén mon mam non, cong tac xdy dung
truong dat chuian Qudc gia, cong tac khdo thi va kiém
dinh chit lugng gido duc cdp Mam non.

b/c: Pham Thi Dung  |. Thuong truc cde cude van dong, phong trao thi dua cia
2 Phé Truéng phong nganh.

- Phu trach cong tac ph01 hop véi cac don vi: Mt tran to
qudc va cac td chire quan ching, doan the cac to chic
chinh tri xa hoi; Dai truyén thanh truyén hinh, phong
LDTB-XH Thanh phd.




- Phu trach cong tac xay dung Pang, cong tac nit CNVC-
LD, hoat dong van hda - van ngh¢ cua nganh

- Thay mit Trudng phong khi duge ty quyén.

- Tham gia sinh hoat tai to Chuyén mon.

P/c: Tran Nam Hai
Pho6 Trudéng phong

- Chi dao chuyén mén THCS, cong tic xay dung truong
dat chuan Qudc gia, cong tac khao thi va kiém dinh chét
luong gido duc, hoc sinh gidi cdp THCS.

- Chi dao cong tac tng dung CNTT, hoat dong nghién ciru
khoa hoc cua nganh.

- Chi dao cong taic GDTX, cdng tac hoc sinh sinh vién,
ngoai khoa.

- Phu trach cong tac dao tao bdi dudng doi ngli can bo,
gido vién, chinh sach nha gido.

- Phu trdch cong tac phdi hop vdi cac nganh, co quan: Tu
phap, Noi chinh, Van hod va Thong tin, Vién thong,
Thanh Doan.

- Thay mit Trudng phong khi duge ty quyén.

- Tham gia sinh hoat tai t6 Chuyén moén.

P/c: Tran Thi Hong Thu
Pho6 Trudéng phong

- Chi dao chuyén mon Tiéu hoc; cong tac xdy dung
truong dat chuan Qudc gia, cong tic khao thi va kiém
dinh chét luong gido duc, hoc sinh ning khiéu cp TH.

- Chi dao, ra soat cong tac phd cap gido duc cac cip hoc;
cong téc y té trudong hoc, vé sinh an toan thue pham.

- Phu trach cong tac phm hop v6i cac don vi: Phong Y té,
trung tam Y (¢, dan s6 va ké hoach hoa gia dinh.

- Thay mat Trudng phong khi duge ty quyén.
- Tham gia sinh hoat tai t6 Chuyén mon.

D/c: Vii Dire Quyén
Chu tich cong doan nganh

- Phéi hop chi dao céc cudc vén dong, cac phong trao thi
dua, céac hoat dong nhén dao, tir thi¢n cua nganh; viée
thuc hién quy ché dan chu tai cic co so gido duc truc
thudc.

- Phéi hop voi lanh dao Phong gidi quyet cac don thu
khleu nai, t céo lién quan den phim chét, dao due, 16i
song, ché dg, chinh sach, quyén loi va nghia vu cia can
by, gido vién, nhan vién trong nganh.

- Phéi hop véi Lanh dao Phong GD&DPT di¢u hanh céc
hodi nghi [6n ctia nganh.

II - CHUYEN VIEN VA CAC TO CONG TAC

IL1- T chuyén mon

D/c: Bui Hai Vugng
T truéong

- Phy trach t6 (16 truong) va truc tiép chi dao khéi THCS.
- Lap ké hoach hoat dong, chi dao trién khai, diéu dong
nhan vién trong to.

- Phy trach ¢ac mon: Todn, Hod hoc, Sinh hoc, Tin hoc,
Tu chon; xay dung gido vién cot can bo mon.




- Cong tac Kiém dinh chét lugng gido duc; danh gia chuan
nghé nghiép; bdi dudng thuong xuyén; tap huin chuyén
mon cho can bo, gido vién bac THCS;

- T chirc hoat dong khao thi va cac cudc thi: thi HSG; thi
trén mang internet; thi KHKT; thi DHTH va VDLM.

- Quan 1i hoat dong chuyén moén thong qua website
“truong hoc két ndi”: phén mém SMAS bic THCS.

- Cong tac kiém tra chuyén mén, kiém tra theo don thu
ddi véi cic truong THCS.

- Quan ly giao duc hoa nhap, hoc sinh khuyét tit THCS.

P/c: Tran Manh Dé

- Phu trach cac mon: Cong nghé, Vat Ly, Cong nghe
thong tin; xdy dung gido vién cot can bo mon.

- Xay dung k,é hoach duy tri, dé nghi cong nhan truong
dat chuan Quoc gia bac TH va THCS.

- Cong tac xét tot nghiép THCS va cap phét bing.

- T4 chue thi gido vién day gioi; gido vién chu nhiém gioi
TH va THCS.

D/c: Phan Thi Bich Hué

- Phu trach cdc mon: Ngit van, Dia ly, Lich st, GDCD;
hoat dong gidao duc ngoai gid 1én 16p - ki nang sdng; xay
dung gido vién cdt can bo mon.

- Cong tic gido duc thuong xuyén, hudng nghi¢p va day
nghé pho thong; hoat dong trung tdm hoc tip cong ddng.

- Cong tac HSSV: hoat dong Doan doi.

D/c: Nguyén Viin Ban

- Phu trach cic mon: Thé duc, My Thudt; xdy dung gido
vién cOt can bd mon.

- Cac hoat dong thé duc - thé thao cua nganh.

- Cong tac HSSV: Céc cudc van dong cua nganh: hoat
dong gido duc thé chat, phong chdng dudi nudge.

- H6 so chuyén di, chuyén dén (quan ly ho so).

- Cong tic pho cap GD trung hoc.

10

D/c: Hoang Di¢u Khanh

- Phu trach cac mon: Tiéng Anh, Am nhac; xay dung gido
vién cdt can bo mon.

- Cac hoat dong van hoa van ngh¢ cua nganh.

- Cong tac HSSV: hoat dong tu tudng - van hoa, gido duc
phap ludt, quan ly hoc sinh. Chiu trdch nhi¢m chinh vé
xdy dung k¢ hoach va bdo cdo véi cap trén.

11

D/c: Nguyén Hiru Lam

- Phu trach chi dao cac mon hoc tu nhién bac Tiéu hoc;

- Cong tac Kiém dinh chét luong gido duc; danh gid chuin
nghé nghiép; bdi dudng, tap hudn chuyén mon cho cén
b, gido vién bac Tiéu hoc;

- Phu trach cac bdo cdo chung bic TH; so két, tong két
cdc ndi dung chuyén mon.

- Quan 1i phan mém SMAS, tai khodn trudmg hoc két ndi
bac Tiéu hoc.




- Cong tac kiém tra chuyén moén, kiém tra theo don thu
do1 voi cac truong TH.
- Quan ly gido duc hoa nhap, hoc sinh khuyét tat bac TH.

P/e: Ngé Thi Vigt Ha

- Phu trach chi dao cac mon hoc xa hoi bic Tiéu hoc;

- Chi dao vi¢c thuc hi¢n nhan rong mé hinh VNEN va
tieng viét 1 - Cong ngh¢ gido duc.

- Cong tic HSSV: Ming Y té truong hoc; xdy dung

12 | (Chii tich cong doan co |truong hoc phong chdng tai nan thuong tich.

quan phong GD&DT) |- Phéi hop voi Quy khuyén khich phy nir phat trién-Hoi
phu nit Thanh pho.
- Cong tac pho cap GD TH; tuyén sinh dau cép. Théng ké
s liéu cp Tiéu hoc.
- Theo doi, chi dao cong tdc cham séc, nudi dudng trong
céc truong Mam non (cong lap va ngoai c¢ong lap). Cong
tac pho cip GD Mam non.

13 Ble: Vit Thi Phién E}il;z tgl;’:h cong tac xay dung trudng Mam non dat chuin
- Cong tac kiém dinh chét lugng nudi dudng, chdm soc va
gido duc trong cac truong Mam non.

- Quan ly gido duc hoa nhap, hoc sinh khuyél tat bac MN.
11.2- K& hoach - Tai chinh
- Phu trach cong tac quy hoach, ké hoach, théng ké, quan ly
co O vt chét toan nganh va co quan.
D/c: Pham Viét Hing  |” Xay S‘l‘u‘ng va f}tl’é‘llg dan thu’c;hiéin quy 9116 quép l,\f'.'str
14 ’ dung tai san nha nudc theo ché do tu chu. tu chiu trach

Té truong

nhi¢m trong toan nganh.

- Trién khai tng dung CNTT vao hoat dong quan ly tai
chinh, ké hoach va quan ly CSVC thiét bi truong hoc.

13

- Phu trach ké toan chung Phong GD&DT va toan nganh.

- Tham muu cho Truéng phong vé cac hoat dong lién
quan dén tai chinh trong nganh (lwong, phu cap, chi khac,
thu-chi hoc phi, cdc khoan thu khéc trong nha truong ...)

P/c: Nguyén Thi Van Anh|” - Chiu trich nhiém chung trong viéc ldp du toan ngan

sach, phé duyét quyét toan ngin sach, phé duyét quyét
toan cac khoan thu chi ngoai ngan séch doi voi cac don vi
du todn cap I1I truc thudc.

- Xay dung va huéng dan thuc hién quy ché ty chu tai
chinh, quy ché chi tiéu noi bd trong nganh.

16

D/c: Nguyén Hiru Long

- Phu trach theo doi luong ctiia Phong GD&PT.

- I’hf)i hop theo dai bd sung tang gidm kinh phi, phé duyét
quy¢t todn ngan sach trong toan ngémh

- Tham muu cho Trudng phong vé cic che d¢ chinh sach
lién quan dén hoc sinh, sinh vién. Truc tiép theo ddi cong
tic Béo hiém, ché do chinh sach hoc sinh - sinh vién va
cac khodn ung hd trong toan nganh.




- Phu trach cong tic quan tri mang, cong thong tin dién tu
cua nganh, vin thu hanh chinh, thu quy.

- Hudng dan, uep nhan hd so lién quan dén tuyén sinh
trung cip, cao diang, dai hoc.

17 | D/e: Nguyén Vin Téi

11.3- T6 Hanh chinh - Tong hop

- Chiu trdch nhiém truc tlep hudng dan ho so, tong hop sb
P/c: Lé Viét Hién lidu phd cdp giao duc cac cap hoc, theo doi cdp nhit phan
Té trudng mém phd cap GD - x6a mii chit,

- Phu trdch cong tac thu vién, sach gido khoa.

18

- Cong tac to chue can bo: quy hoach, tuyen dung, diéu
dong, ludn chuyén, dao tao, boi dudng va b tri si dung
doi ngdl.

D/e: Vii Tién Cwong |- Trién khai thuc hién cdc phin mém tmg dung quan ly
CBGVNV trong nganh.

- Phu trach cong tac kiém tra, khiéu nai, td cao, tiép dan.

19

- Phu trdch cong tac cai cach hanh chinh, lam dau moi
Kiém sodt cdc thu tuc hanh chinh thudc linh vuec GD&DT.

- T6 chue cac HOi nghi cua co quan va cua nganh. Ghi
chép ndi dung cdc cude hop ciia Lanh dao, chi bd, co quan

& hong GD&DT.
D/c: Nguyén Van Thanh le s L . z 5, 4
20 - Cong tac tong hop, tham muu xdy dung ké hoach va bao | )\
cao cdng tac thang, hoc ky, ndm hoc va theo giai doan; ‘_'\

- Cong tac thi dua khen thudng, nghién ctru khoa hoc, giai
phdp, sang kién kinh nghiém trong nganh GD&DT.

- Phu trach cong tac phuc vu, vé€ sinh trong co quan.
21 | B/e: Trwong Thiy Lan |- Chuén bi hoi truong phuc vu cac hdi nghi cua co quan
va nganh.

Ngoai chtrc nang. nhiém vu néu trén, khi can thiét cac Pho truong phong va chuyén
vién s thuc hién mot s6 cong viée khac do Truong phong phan cong; dong thoi moi can bo
cOng chire. vién chire ¢6 trach nhiém theo doi, kiém tra va ndm bit tinh hinh cic co s 2140
duc theo dia ban x4, phuong (it nhat 01 lan/thdng). cu thé:

TT Ho va tén can by, CCVC Phu triach ciac don vi

l. Céc truong hoc thudc phuong Phuong

b/c Ph
Ngcu enanHLIlioIrjgmArIlhe \X :l Ell::] Cudng, Dong, Phuong Nam; truong MN Thuong
Y B Yén Cong, TH Kim Dong

2. | B/c Tran Nam Hai, Bui Hai Vuong, Cic truong hoc thudc phuong Quang
Nguyén Vin Thanh, Vi Thi Phién Trung, Thanh Son, Yén Thanh

3. | /e Pham Thi Dung, Ngd Thi Viét Ha, | Cac truong hoc thude phuong Nam Khe,
Tran Manh D¢, Phan Thi Bich Hu¢ Trung Vuong, Dién Cong

+. P/c Trin Thi Hdng Thu, Pham Viét Hing, Cac truong hoc thudce phuong Bac Son,

Vang Danh; trudng MN Dong Chanh, TH

Nguyén Vin Ban, Hoang Diéu Khénh Nguyén B Ngoc, THCS Ly Ty Trong




