UBND HUYEN MUONG NHE CONG HOA XA HOI CHU NGHIiA VIET NAM
TRUONG PHO THONG DAN TQC Poc 1ap - Tu do - Hanh phuc
BAN TRU THCS NAM KE

S6: 95/0D-THCS Ném K@, ngay 22 thang 8 ném 2024

QUYET PINH
V/v phan céng nhiém vu cho can b, giao vién, nhan vién
Truong phd thong dan toc ban trd THCS Nam Ke
Nam hoc 2024 - 2025

TRUONG PHO THONG DAN TQC BAN TRU THCS NAM KE

Can civ Ludt gido duc nam 2019, ngay 14/06/2019 ciia Quéc héi nuéc
CHXHCN Viét Nam;

Can cir Théng tw s6 32/2020/TT-BGDPT ngay 15 thang 9 ndm 2020 ciia Bé
Gido duc va dao tao ban hanh Piéu 1é trieong trung hoc co s6, truong trung hoc phd
théng va truong phé théng c6 nhiéu cdp hoc;

Can cit Théng tw s6 03/2023/TT-BGDPT ngay 06 thang 02 niam 2023 ciia Bé
trwéng Bo Gido duc va Pdo tao banh hanh quy ché té chire va hoat déng ciia truong
phé théng dan téc bdn trii;

Can cir Thong tir s6 28/2009/TT-BGD BT ngay 21 thang 10 nam 2009 ban
hanh quy dinh vé ché d¢ lam viéc doéi véi gido vién phé thong;

Can cir théng tw s6 15/2017/TT-BGDPT ngay 09/6/2017 vé viéc siva déi, bo
sung mot sé diéu cua quy dinh ché dé lam viéc doi véi gido vién phé théng ban hanh
kém theo théng tw sé 28/2009/TT-BGDPT ngay 21/10/2009 ciia B Trudng Bo Gido
duc va Pao tao;

Can cw bién ban hoi nghi vién chirc ngay 22 thang 8 nam 2024 cua don vi;

Xét nang lwc va kha nang cong tac cua cdan bg, gido vién, nhdan vién nha
truong,

QUYET PINH

Piéu 1. Phan cong nhiém vu cho can bd, gido vién, nhan vién Trudng phd

thong dan tdc ban trt THCS Nam K¢é nam hoc 2024 — 2025 nhu sau:
(c6 bdang phan cong cu thé kém theo).

Piéu 2. Can bd, gido vién, nhan vién trong Hoi dong su pham cin clr vao
nhiém vy dugc phan cong c6 trach nhiém xay dung ké hoach hoat dong cu thé va
thuc hién ké hoach cho phu hop véi dic thu cong viée duge giao.

Piéu 3. Quyét dinh c6 hiéu luc ké tir ngay ky. Cac to chirc doan thé trong nha
truong va cac 6ng (ba) co tén tai Pieu 1 chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhan: i HIEU TRU(YNG
- Nhu dicu 3 (dé t/h);
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PHAN CONG NHIEM VU CHO CAN BQ, GIAO VIEN,
NHAN VIEN NAM HOQC 2024 - 2025
(Kém theo quyét dinh s6: 95/0P-THCS, ngay 22 thang 8 ndam 2024)

1. Poéng chi: Lo Vin Thanh - Bi thw chi bd - Hiéu trwéng

* Chiu trach nhiém trudc phong GDDT huyén Mudng Nhé; Pang Uy, UBND
x& Nam Ke vé toan bo hoat dong ctia nha trudng.

* Bi thu chi bo truc tiép chi dao vé cdng tac nhan su, cac doan thé.

* LA Chu tich cac hoi dong ctia nha trudong; quan 1y va diéu hanh moi hoat
dong ctia Nha truong; triéu tap va chu toa cac hoat dong ctia nha trudng; to chirc chi
dao trién khai c4c chu truong chinh sach ciia Pang, Nha nudc va cac cap téi CBGV,
NV va hoc sinh trong truong.

* Truc tiép chi dao cac cudc van dong "Déy manh Hoc tap va lam theo tAm
guong dao dirc Ho6 Chi Minh"; cudc van dong "MJi thay gido, cd gido 1a mdt tam
guong dao duc, ty hoc va sang tao"; phong trao thi dua " Xay dung truong hoc hanh
phuc”.

* Chi dao cong tdc chuyén mon; cong tac ban tr(; phu trach cong tac tu tuong
doi ngli; chu tai khoan.

* Chi dao, quan ly va giai quyét mot s6 cong viéc chinh nhu sau:

- Tai chinh, ké hoach, CSVC;

- Cbng tac nhan su;

- C4c van d¢ lién quan toi ché do, chinh sach cia CBGVNV;

- C4c véan dé lién quan dén hoc sinh (Duyét dau vao 16p 6 va dau ra 16p 9;
chuyén di, chuyén dén, ky luat...);

- Chi dao cac to chirc, doan thé hoat dong theo chirc nang;

- Cong tac kiém tra ndi bo truong hoc;

- Quan ly hé so CB, GV, NV;

- Chi dao thuc hién cong tac kiém dinh chét luong gido duc;

- Chi dao cdng tac tuyén sinh, bién ché 16p hoc;

- Xay dung ké hoach phét trién gido duc; Ké hoach gido duc cua nha truong;
tiép tuc xay dung, diéu chinh bo sung ké hoach chién lugc phét trién gido duc nha
truong 2021 - 2025 va tam nhin dén nam 2030;

- Phy trach cbng tac xay dung doi sdng van hoa trong co quan; thuc hién Quy
ché dan chi co so va hd so ban cong khai.

- Truc tiép ky duyét ké hoach cua céc t6 chirc doan thé, ké hoach chuyén mén
ctia Nha trudng; CAC van ban giri C4C cdp, c4c nganh va cac van ban khéc lién quan
dén hoat dong nha truong.

- Sinh hoat hanh chinh v6i to Van phong, sinh hoat chuyén mdn voi to KHTN.

- Truc tiép dan (truc lanh dao): cac ngay Thur 2, Thir 3 hang tuan:

(chiu trach nhiém va cé nhiém vu tiép cong dan dén lién hé cong tdc, gidi quyét, xir Iy
cac su viéc xay ra .... 24/24 gio trong nhirng ngay truc).

2. Pong chi: Bui Thi Thanh Huyén - Ph¢ bi thw chi bd - CTCD.

* Quan ly va chi dao thuc hién chung vé céng tac chuyén mén Nha trudong
nhu:

- Xay dung c4c loai ké hoach hoat dong vé cong tac chuyén mén;

- Quan ly, diéu hanh cac hoat dong chuyén mon;

- Phan cdng chuyén mon, xay dung TKB, xay dung Phan phéi chuong trinh;



- Phu trach céc né nép day va hoc trong nha truong;

- Chi dao cdng tac bdi dudng thuong xuyén;

- Xay dung ké hoach, t6 chuc thue hién, chi dao cac hoat dong mii nhon GV
210, c4c ky thi va cudc thi HS gioi cac cip, thi tuyén sinh vao 16p 10.

- T6 chirc chi dao céc chuyén dé chung toan trudng;

- Truc tiép quan 1y chi dao hoat dong, ky duyét cac hd so vé chuyén mén cua
giao vién t6 Mon Chung va T6 KHXH (nhu: gido an, lich bao gidng, cac loai ké
hoach t6 CM, chuyén dé, ké hoach gidang day cia gio vién ...).

- Quan ly, kiém tra, nhin xét cac loai hd so hoc sinh cua khéi 6 va khéi 7: S6
diém 16p, Hoc ba; S6 ddu bai,

- Phu tréch ho so vé ché d6 gido vén, nhan vién (nhu: tang gio, ho tro GV, NV,
ché dg chinh séch lién quan CB, GV, NV...)

- Quan 1y, giam sat st dung phan mém Co s¢ dit liéu qudc gia; phan mém Boi
Dudng GV CTGDPT 2018; phan mén thi dua khen thudng.

- L& Pho chi tich Hoi déng Thi dua - Khen thuong, Hoi dong xét nang luong,
Hoi dong ky luat, Hoi dong tuyén sinh, Xét TN THCS.... cta trudng.

- Phu trach cong tac giao duc chinh tri, tu tudng trong doi ngii can bd giao
Vvién, nhan vién.

- Tham gia quan ly trat tu an ninh truong hoc, khu béan tra.

- Phu trach Ban dai dién cha me hoc sinh.

- Tham gia sinh hoat chuy&n mén véi t6 Mén Chung va T6 KHXH .

- Chi dao cac hoat dong cong tac hoi khuyén hoc cta nha truong va UBND x&

- Phu trach va chi dao cac hoat dong Cong doan theo Diéu 1¢ Cong doan.

- Tham mua soan thao cac quyét dinh, to trinh, danh sach, biéu mau bo céo
...1ién quan ta41 linh vyc phu trach, ddm nhan.

- Toéng hop, thong k&, cac bao céo lien quan chuyén moén, doi ngii va hoc
sinh... ctia toan trudng giri cap trén.

- Thyc hién mot s6 nhiém vu khac khi duoc hiéu truong phan cong.

- Truc tiép dan (tryc lanh dao): cac ngay thu 6, thir 7 va chu nhat hang tuan
(chiu trach nhiém va c6 nhiém vu tiép céng dan dén lién hé cong tac, gidi quyét, xir Iy
cdc sy viée xay ra .... 24/24 gio trong nhitng ngay truec).

- Chiu trach nhlem ca nhan vé c4c linh viuc minh dugc phu trach dong thoi chiu
trach nhiém cung Hiéu trudng trong céng tac quan ly nha truong trude phong GDDT
huyén Muong Nhé, UBND xa Nam Ké

3. Pong chi: Lo Vin Chién - Pho hiéu trudng.

- Truc tiép quan 1y chi dao hoat dong, ky duyet cac ho so vé Chuyen mon cua
giao vién t6 Sinh hoa dia va T6 KHTN (nhu: glao an, lich bao giang, cac loai ké
hoach t6 CM, chuyén dé, ké hoach gidang day ciia gido vién ...)

- Truc tiép phu trach quan ly, diéu hanh, xay dung ké hoach, t6 chirc thyc hién
cong tac kiém tra ndi bo truong hoc.

- Phu trach hd so vé ché do hoc sinh (nhue: ché dg chinh sach lién quan dén hoc
sinh, khuyét tat, ho ngheo, ché dp ban tru, ché ds gao, chi phi hoc tdp....va cdac logi
hoc bong...)

- Tong hop, thong ké, cac bao cdo lién quan co so vat chat, sach gido khoa,
thiét bi day hoc... cta toan truong gui cap trén.

- T6 chirc chi dao cac chuyén dé, ngoai khoa, HDHNTN, day nghé, cong tac
day thém, hoc thém...



- Quan ly, kiém tra, nhan xét c4c loai hd so hoc sinh cta khéi 8 va khéi 9: So
diém 16p, Hoc ba; S6 dau bai, ho so xét Tot nghiép.

- Quan ly, Chi dao, g idm sat viéc thuc hién, stir dung trang weds cua truong,
cac phan mém phd cap gido duc, dé an 06 ciia Chinh phu (CCCD, M4 dinh danh dién
tir, mé tai khoan hoc sinh....)

- Chi dao cong tac xét tot nghiép.

- Phuy tréch cong tac Phong chéay chita chay va ho so phong chdng tai nan
thuong tich nha truong.

- Quan ly, chi dao cOng tac trat tu an ninh truong hoc, ban tru.

- Tham gia sinh hoat chuyén mon véi t6 Sinh Hoa dia va T6 KHTN .

- Phu trach quan Iy, chi dao hoat dong cong tac phd cip gido duc, tham muu
cac quyét dinh, to trinh, mé céc 10p dao tao nghé...cho ban chi dao cip Xa.

- Chi dao, diéu hanh thuc hién cong tac thu vién, thiét bi, lap hd so TBTV,
kiém k&, tham muu thanh Iy va nhap day du cac thiét bi vao phan mém.

- Chi dao, t6 chirc thuc hién: Pon vi hoc tap, cong dong hoc tap va trung tam
hoc tap cong dong ciia nha truong va UBND XA,

- LA Truong ban hoat dong ngodi gid, sinh hoat tp thé, cac hoat dong vé
ATGT, t6 chirc an & sinh hoat hoc sinh ban trd, vé sinh khudn vién nha truong va cac
hoat dong xa hoi khac....

- Phu trach, quan ly, giam sat cong tac y té truong hoc, VSATTP, kiém tra
khau phan an, ché bién mon in cho hoc sinh ban tri ¢am bao an toan thuc pham.

- L& Pho chu tich Hoi dong Thi dua - Khen thudng, Hoi dong xét néng luong,
Hoi dong ky luat, Hoi dong tuyén sinh.... cia truong.

- Thyc hién mét s6 nhiém vu khac khi dugc Hiéu truong phan cong.

- Truc tiép dan (truc 1anh dao): cic ngay thu 4, tha 5 hang tuan: (chiu trdch
nhiém va c6 nhiém vu tiép cong dan dén lién hé cong tdc, gidi quyét, xir Iy cdc sw viéc
xayra ... 24/24 gio trong nhirng ngay truc).

- Chlu trach nhiém ca nhan vé céac linh vuc minh dugc phu trach déng thoi chiu
trach nhiém cung Hiéu trudng trong cong tac quan ly nha truong trude phong GDDT
huyén Muong Nhé, UBND xa Nam Ke.

4. P/c: Nguyén Vin Xuan — pho Chi tich Cong doan

- Phuy trach va chi dao cac hoat dong cong doan.

- Xay dung ké hoach thi dua, khen thudng cong doan.

- Xay dung ké hoach, chi dao thuc hién va téng két cac phong trao, hoat dong
thé duc thé thao do nganh, cic co quan don vi phat dong...

- Xay dung quy ché thi dua - khen thudng; ké hoach hoat dong cua cong doan
truong.

- Tryc, theo ddi, quan 1y va diéu hanh céc cong viéc khi BGH di vang, giai
quyét cac cong viée duge Hi¢u trudng uy quyen

- Tryc tiép thyc hién chdm cong ddi véi CB, GV, NV trong viéc thuc hién
nhiém vu dugc giao (ngay gio cong, lao dong, v¢ sinh, hoat dong phong trao ...).

- Phat dong céc budi lao dong cong san: 01 1an/ thang.

- Phéi hop véi cac thanh vién trong viéc quan 1y cham soéc, nudi dudng hoc
sinh ban tru.

- Lam mot s cong viée khac khi duoc Hiéu truong - Bi thu chi bo phan cong.

5. P/c: Nguyén Xuén Tinh - Bi thu Poan TN, tong phu trach doi.

- Xay dung ké hoach va chi dao cac hoat dong ctia Poan TNCS HCM.



- Tham gia cung Chu tich Cong doan chi dao thuc hién cac phong trao thi dua
nhu: “Xay dung truong hoc than thién hoc sinh tich cuc”; “Trudong xanh — sach —
dep”’; “truong hoc an toan”, “trudng hoc hanh phuc™....

- Phat dong, duy tri cac phong trao thi dua cua hoc sinh, t6 chirc cac hoat dong
trong cic ngdy 18 16n; phu trach xdy dung va trién khai Pai phat thanh ming non
trong nha truong.

- Xay dung ké hoach va chi dao céc hoat dong cua Boi TNTP HCM.

- Quan ly va chi dao viéc thuc hién nén nép, ndi quy - quy dinh, cac hoat dong
ctia hoc sinh toan truong; theo ddi va cap nhat si s hoc sinh hang ngay.

- Quan 1y va chiu trach nhiém c4 nhan vé tai san ctia Doi (Theo bién bdn tiép
nhdn tai san hang ndm do ké todan thiét Idp).

- Quan ly va theo doi cac hoat dong, cac chi s6 thi dua cua cac 16p, hoc sinh
toan truong.

- Phu trach t6 chirc cac hoat dong ngoai khoa, van nghé, thé duc thé thao, rén
k¥ nang séng (tang gia san xuat) cho hoc sinh.

- Truc tiép xdy dung, quan 1y va chi dao cong tic lao dong, vé sinh trong
truong.

- Lam mot s6 cong viée khac khi duwoc Ban giam hiéu phan cong.

6. Ban Thanh tra nhan dén

- Xay dung ké hoach hoat dong, gidm sat ctia ban thanh tra nhan dén.

- T chire thu thap, tong hop va phan tich théng tin phan anh tir cac ngudn: Do
can bg, cong chuc, vién chure, nguoi lao dong va hoc sinh hoac nhan dan phéan anh co
ndi dung lién quan dén CB, GV, nhan vién va hoc sinh nha truong.

- T6 chiic tuyén truyén, quan triét vé té chic va hoat dong Ban TTND & nha
truong theo quy dinh tai Luat Thanh tra.

- Tang cudng cac hoat dong giam sat co chat lugng, hiéu qua, phu hop trong
diéu kién hoat dong ctia ban thanh tra nhan dan, pham vi giam sat trudc hét tap trung
vao nhirng ndi dung sau day:

+ Nhiing ndi dung da duoc Nghi quyét Hoi nghi cong chuc vién chire thdng
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qua;

+ Nhitng vu vi¢c gay btric xtic trong co quan, don vi hodc cac hanh vi vi pham
quyén, loi ich ciia cong chirc, vién chirc va ngudi lao dong tai nha truong.

+ Nhirng vu viéc lién quan dén hoat dong cua don vi, lién quan dén quyén, loi
ich hop phép cua can bg, cong chirc, vién chirc va nguoi lao dong qua theo doi, phan
anh phat hién c6 déu hiéu vi pham duong 16, chii truong ctia Pang, chinh sach, phap
luat cia Nha nudc.

+ Tang cuong cong tac tham muu cho lanh dao nha trudong trong linh vuc dugce
phu trach

- T6 chire tong két danh gia tinh hinh két qua t6 chtic va hoat dong Ban TTND

7. To chuyén mon.

7.1. To trwomg to chuyén mon

- Xay dung chuong trinh hoat dong cua t6, gitp gido vién x@y dung ké hoach
cong tac chuyén mon, kiém tra don doc mdi to vién thuc hién dung ké hoach da dé ra,
thao luan, nhan dinh tinh hinh va danh gia két qua giao duc hoc sinh thudc pham vi
ctia to phu trach, ban bac c6 bién phap nang cao chat lugng gido duc toan dién.

- T trudng trao ddi va danh gia sang kién; t6 chuc du gio, hoi giang, chuyén
dé, ngoai khéa chuyén mén theo ké hoach dé bdi dudng doi ngi.



- T6 chure phong trao thi dua trong t6, nhan xét danh gia to vién dé nghi khen
thudng va ky luat doi voi t6 vién. T truong chuyén mén quan 1y hd so sb sach cua
to, PPCT.

- Chiu trach nhiém chinh trong vi€c soan thao chuong trinh, ké hoach day.

- Co6 trach nhiém phan cong nguoi day thay khi co ) vién nghi dm c6 gidy
nghi cta bénh vién hodc di cong tac c6 cong van diéu dong cia cip trén.

- Tham gia cung BGH trong cong tac kiém tra chuyén mén nghiép vu va
chuyén dé cua gido vién, nhan vién; kiém tra hoat dong hoc cua hoc sinh.

- Chju trach nhiém trudc Ban giam hiéu vé két qua hoat dong chuyén mon cua
t6, ctia giao vién, chat luong mén hoc, do to minh phu trach.

- Thyc hién mot s6 nhiém vu khac khi duoc BGH phan cong.

7.2. T6 ph6 té chuyén mén:

- Tham muu cho to trudng trong viéc xay dung ké hoach va diéu hanh thuc
hién ké hoach t6.

- Soan thao, ghi chép, tong hop cac sb lidu vé cac hoat dong cua té chuyén
mon.

- Tap hop céc s6 liéu, thong tin trong so tryc ban hang thang.

- Piéu hanh céc hoat dong chuyén mén khi duoc to trudng uy quyén.

- Thyc hién mot sb cong viéc khac khi dugec BGH phan cong.

8. To trwéng td Vin phong.

- Xay dung ké hoach chung cua t6, chi dao t6 vién thyuc hién theo ké hoach t6.

- Quan ly cac hé so nha truong theo quy dinh; pho t6 cac loai tai liéu cua nha
truong. Piéu hanh t6 truc hanh chinh, sinh hoat hang tudn va c6 nhan xét, nghi quyét
day du. Quan ly va chiu trach nhiém ca nhén vé tai san duoc phu trach (Theo bién
ban tiép nhdn i san hang nam do ké toan thiét lip).

9. Nhan vién thiét bi - thw vién:

- Phu trach cdng tac thu vién, thiét bi day hoc.

- Xay dung ké hoach, ndi quy hoat dong ctia phong thu vién, thiét bi.

- Cép nhat céng viéc muon tra thiét bi hang ngay cta gido vién vao so.

- Pinh ki ra so4t, 1ap ké hoach mua sim bo sung thiét bi.

- Tham mua BGH thanh 1ap hoi dong kiém keé, thanh 1y tai san hu hong, qua
thot han st dung, xay dung thu vién dat chuan.

- Tong hop viée su dung TBDH hang thang bao cao vé Phé hiéu truong vao
ngay 25, 26 ciia mdi thang.

- Ap dung céac tng dung phan mén dé quan Iy CSVC, trang thiét bi va tai liéu,
SGK...

10. Van thw — Thu quy.

- Ghi chép s6 cong van di, dén. Luu cac cong van di dén va hd so cua nha
truong. Co trach nhi¢m chuyen cac loai cong vin di, dén toi cac bo phan lién quan.

- Nhén, quan ly, cap phat van bang ching chi, hoc ba cua hoc sinh cac nam.

- Pho t6 cac van ban, gidy to cua nha truong.

- Quan 1y, kiém soat tét cac tai san cua t6 van phong; phu trach vé sinh phong
hoi dong, nha hiéu bo, dam bao nudc udng cua cac Hoi ddng nha truong.

- Thu va quan 1y cac loai quy truong, quy Chi BJ.

- Thyc hién cong tac thu quy trong truong theo quy dinh. Quan ly va khong tu
¥ cho vay quy trudng. Bio cao quy thu - chi vao cudi mdi thang cho Hiéu trudng



- Thuc hién mét sd nhiém vu khac (soan thao ké hoach, bao cdo....) khi dugc
BGH phén cong.

11. Nhan vién Y té hoc duong.

11.1. Quan ly cong tac vé sinh moi truong truong hoc, Ho so VS ATTP.

- Phéi hop véi tong phu trach doi quan 1y, chi dao, giam sat, hudng dan cong
tac v¢ sinh moi truong toan bo khudn vién truong hoc (bao gom phong hoc, khu noi
trii, nha dn, nha bép, cdc cong trinh vé sinh, cung cap niede va xie Iy rdc thdi, nude
thai).

- X4y dyng khau phan an dam bao dinh dudng va vé sinh an toan thyc pham.

11.2.Quan ly va cham soc surc khoe trong truong hoc

- Kham va diéu tri mot s6 bénh thong thuong theo chirc nang nhiém vu.

- Tién hanh so cip ctru ban dau. Nham xur Iy ngay tai chd sém nhit céc tai nan,
cac bién ching do tai nan gy ra nhu: chay mau, giy xuong, bong gan, sai khop,
ngung tim, ngung tho, dién giat, dubi nude, bong, ngd doc, suc vat can, di vat roi vao
mat, di ung, dong kinh..

- Khém strc khoé dinh ky va phan loai sttc khoé hoc sinh theo quy dinh.

- Quan 1y hd so strc khoé hoc sinh.

11.3.Trién khai cdc chwong trinh phong chéng bénh tdt va tai nan thwong tich
trong truwong hoc:

- Phong chdng cac bénh truyén nhiém:

+ Bénh truyén qua duong ho hﬁp (lao, cum, bach hau, ho ga, soi, s6t ban, thuy
dau, dau mét do, quai bi, viém mang nao, SARS, HsN,).

+ Bénh truyén qua duong tiéu hod (ta, ly, thuong han, bai li¢t, ti€u chay cép,
giun san, viém gan siéu virus A).

+ Bénh truyén qua duong mau (s6t Dangue va sOt xuat huyét dangue, viém nao
Nhat ban, viém gan B, sOt vang; dich hach, st rét, giun chi).

+ Bénh truyen qua da va niém mac (uén vén, than, ldu ciu, giang mai,
leptospira, dai, mat hot, HIV/AIDS).

- Phong chdng bénh tat hoc duong (cong veo cot sdng, can thi).

- Phong chdng tai nan, thuong tich.

- Chuong trinh cham séc suc kho¢ trong truong hoc (cham séc rang miéng,
phong chéng lao, phong chdng st rét, phong chéng mat hot...).

11.4.Gidao duc suwc khoé:

- T6 chirc tuyén truyén gido duc gidi tinh, vé sinh ca nhan, phong tranh dich
bénh... cho hoc sinh.

- Nang cao hiéu biét va k¥ ning phong chéng bénh tat.

- Thuc hi¢n, phu trdch cong tac, hd so an toan thue phém: kiém tra thuc phém
trude — sau khi ché bién hang ngay, tién hanh lvu mau thuc phidm hang ngay theo quy
dinh.

- Chiu trach nhiém céa nhan vé cac linh vuc minh dugc phu trach trudec Hiéu
truong.

- Truc tiép phu trach ho so, cdng tac vé sinh an toan thyc pham, ngudn nudc...

- Thuc hién mét s nhiém vu khac khi duoc BGH phan cong.

12. T quan |y hoc sinh ban tru:

- Xay dung ké hoach, quan 1y va to churc trién khai ké hoach dén toan thé
HDSP thyc hién. Phbi hop vo1i cac to chuyén moén xay duyng va thuc hién ké hoach
gido duc cua nha truong.



- Tb chirc cac phuwong an dam bao an ninh, trat tu trong pham vi quan 1y cua
nha truong.

- Kiém tra, gidm sat, don ddc nhic nhé hoc sinh dn &, vé sinh ¢4 nhan dam bao
hop v¢ sinh.

- T6 chure sinh hoat it nhat 01 1an trong 02 tuan dé ra soat, trién khai nhiém vu
cua td va co thé hop dot xuét theo yéu cau cong viéc hodc khi hiéu truong yéu cau;

- C6 trach nhiém quan 1y, nudi dudng, chim soc, kiém soat ngudn thuc pham,
vé sinh an toan thyc phim; gidm sat gido vién phu trach phong &, 16p hoc, khu vuc vé
sinh....nhic nhé hoc sinh an & hop vé sinh hang ngay, thuc hién nhiém vu theo ding
Diéu 1& truong hoc va cac van ban hién hanh ctia nha nude va chiu trach nhi€m trude
Hiéu truong va cap trén vé phan viéc duoc phan cong.

- Thyc hién cac nhiém vu khac do hi€u trudéng phan cong

13. Ké toan

- Phu trach cac cong viéc ctia nhan vién ké toan theo quy dinh ctia nganh.

- Bé xuat phuong an va thao cac hop dong lao dong trong nha truong.

- C6 ké hoach, ho so thu chi cac khoan qui ctia nha trudng hop 1y va tiét kiém.

- Theo ddi va cap nhat s6 Bao hiém caia CBGVNV trong truong.

- Két hop véi th quy hoan thanh di, hop 1y cac ho so thu chi trong nha trudng.

- Tham muu x4y dung quy ché chi tiéu ndi bd. Béo céo cong khai tai chinh
trong Ho1 nghi CBVC.

- Phy trach vé sinh phong hoi dong, nha hiéu bo, dam bao nudc udng cua cac
Hoi dong nha trudng.

- Hoan thién chimg tir ndu an hoc sinh ban tru.

- Tham gia cac hoat dong khac khi Ban giam hi€u phan cong.

14. Thu Ky hdi ddng nha truwong.

- Soan thao, ghi chép ndi dung cac cudc hop cua HDSP, Ho1 déng truong, cua
t0 chirc x4 hoi khac khi 1am viéc vi nha truong.

- Luu gilr cac sO nghi quyet va chiu trach nhiém vé cac ndi dung ghi trong sb
phai dung khi trién khai & mdi bu01 hop.

- Theo ddi cac ddng chi ving trong mdi budi hop.

- Tham gia cac cong viéc khac khi dugc BGH phén cong.

15. Giao vién bo mén

Thuc hién ding theo Piéu 1& truong hoc; ndi quy cua truong, nganh quy dinh
va mot sd viéc sau:

- Day dung theo phan cong chuyén moén, ké hoach va chuong trinh day hoc.

- Thyc hién ding quy ché chuyén mén, quy ché hoat dong nha trudng trén linh
vuc cua minh phu trach.

- Tham gia cong tac PCGD cua dia phuong.

- Phoi hop v&i céc td churc, doan thé,... dé thyc hién nhém vu gido duc toan
dién hoc sinh

- Tich cyc tham gia sinh hoat chuyén mén dé nang cao trinh d6 chuyén mon,
tay nghé.

- Tham gia céc cong viéc khac khi dugc BGH phén cong.

16. Giao vién chi nhiém lép

Thuc hién dung theo Diéu 1é truong hoc; ndi quy cia truong, nganh quy dinh
va mot sd viée sau:



- Quan 1y tét hd so ctia sinh 16p chii nhiém, luu giit ching tir can than céc danh
sach thu — chi cac loai quy.

- T chirc phdi két hop giira x@ hoi - nha truong - gia dinh trong viéc gido duc
dao durc hoc sinh cua 16p. Tuyén truyén t6t cong tac XHHGD trong nha trudng.

- Gido vién chu nhiém giam sat, quan ly hoc sinh thuc hi¢n cdc nhi€ém vu cia
truong, Doi, c6 su phdi hop chit ché theo phuong cham “MJdi gido vién 1a 1 phu trach
don”.

- Chiu trach nhiém tu van huéng nghiép, phan ludng hoc sinh sau khi tét
nghiép.

- T6 chirc HDNGLL theo ké hoach ctia nha truong, hoat dong doi.

- Quan Iy tot hoc sinh cua 16p phu trach trong cac bu01 hoat dong tap thé..

- Chiu trach nhiém trudc BGH vé viéce duy tri si s6, cac ché do cia hoc smh 16p
chu nhiém theo quy dinh ctuia nha nudec.

- Thyc hién mot s6 viéc khac khi dugc BGH phan cong.

17. Giao nhiém vu kiém nhiém phu trach thém:

- B/c: Vi Van Tuan — Phy trach cong tac pho cap giao duc.

- B/c: Poan Van Bang — phu trach phan Mém Co s¢ dit liéu qudc gia (EQMS)

- P/c: Nguyén Vian Manh — Phy trach phan Mém B6i Dudng GV CTGDPT
2018 (Tems).

- B/c: Luong Vian Dién — phu trach Trung tdm hoc tap cong dong

- B/c: Pinh Thi Hién — Phan mém Vnedu (hoc ba dién tt).

- B/c: Lo Thi Trang — phu trach trang Webs, Facebook nha truong;

18. Nhan vién bao vé.

- Thuong tryc tai truong 24/24 dé huéng din khach dén lién hé cong tac, nhac
nhd moi ngudi chdp hanh cac quy dinh khi dén truong.

- Thuong xuyén tuan tra bao quét toan bd khu vuc trong pham vi quan 1y cta
tredng, ngin chin ngudi ngoai vao truong khi khong co nhiém vu; giam sat, kiém tra
nguoi mang tai san cua truong ra khoi co quan (khi c6 nghi ngo).

- Chiu trach nhiém truéc BGH nha trudng, trude phap luat vé tai san cta nha
trudong cling nhu an toan cua hoc sinh.

- Quan ly chia khoa cac phong hoc va cac phong chuc nang. M¢ va dong ctra
ra vao, ctra phong hoc ding qui dinh, theo yéu cau phuc vu gidng day va hoc tap.

- Chiu trach nhiém, quan 1y diéu hanh may bom nudc dam bao du nudc cho
hoc sinh str dung (bom nudc vao bé, 1én céc téch...)

- Tham gia lam nhi€ém vu bao v¢ cho cac ky thi t6 churc trong nam hoc.

- Thyc hién mot s6 nhiém vu khac khi duoc phan cong.

*Chuy:

Tat ca CBGV CNV va hoc sinh trong truong cd trach nhiém, nghia vu thuc
hién theo Luat Gido duc va Piéu 1é truong trung hoc, chiu trdch nhiém ca nhan vé
nhiém vu dugc giao trudéc Hiéu truong va cap trén thudc linh vuc minh dugc phu
trach, dong thoi tham muu cho Hiéu truong nha truong to chire thuc hién cong viéc
dugc phu trch dat hiéu qua theo dtng chi tiéu ké hoach dé ra.

Khi ¢6 cdng van huéng dan vé linh vuc minh phu trach, cac dong chi nghién
ctru Va Xin y kién Hiéu truong néu can. Khi 1am xong phai giri ndi dung qua Zalo
hodc ban gidy cho dong chi Hiéu truong duyét trude khi gui di.



Céc ddng chi duoc giao phu trach timg ndi dung cong viéc, truc tiép tham muu
soan thao cac quyét dinh, to trinh, danh sach, biéu miu béo céo ...lién quan to1 linh
vuc phu trach, ddm nhan

Ngi dung cong viéc dwoc giao ¢ trén sé co sw thay déi khi co s bién dong vé
tinh hinh nhan sw ciia Nha truwong (sé 6 Quyét dinh bé sung).

PIEU CHINH BO SUNG

CAC THANH VIEN

Lo Van Thanh Bui Thi Thanh Huyén Lo Van Chién D3 Thi Ai Xuén
Nguyén Vin Manh | Pham Thi Lan Huong Lo Thi Anh Dinh Thi Hién
Nguyén Trong Tap | Nguyén Quang Phong | Luong Vin Pién | Hoang Qudc Kién

bao Thi Phuong Dao Thi Kim Thanh Vi Vin Tuén bang Thi Hué

Dinh Thi Vién Nguyén Chung Thing Poan Van Bang | Nguyén Van Xuan

Lo Thi ThE}nh Kim
Lo Thi Phuong Huyén Nguyén Thé Hanh | Nguyén Xuéan Tinh
Ly Thi Tuyét Pham Thi Thu Ha Bui Thi Thuy Nguyén Pirc Toan
Lo Thi Trang Ngoc Thi Hong Lan Bui Thi Tinh Vang Po Nam
P4 Thi Kim Anh Lo Van Diing
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