UBND QUAN LONG BIEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TH LY THUONG KIET Déc lip - Ty do - Hanh phiic

PHAN CONG
Nhiém vu can bj - gifo vién - nhén vién hoc ki I - Niim hoc 2023 - 2024
(Ban hanh kém theo Quyét dinh s6: 10/OD-THLTK ngay 02/1/2024 cua HT truong
TH Ly Thuong Kiét)

I. BAN GIAM HIEU:

1. Quyén han, trach nhi¢m ciia Ban giam hi¢u:

- Hiéu truong quan 1y, chi dao va chiu trach nhiém trudce S& GD&DT,AUBN'D
quéan, phong GD&DT quin Long Bién va tru¢e phap luat vé toan by hoat dong cua
truong.

- Hiéu trudng phéan cong Pho Hi¢u trudng gitp Hicu truéng quan ly, chi da?, XU }y
thuong xuyén cac cong viéc trong linh vie chuyén mon, nghiép vu, cac hoat dong cua
truong.

- Pho Hiéu trudng thay mat Hi¢u trudng quan ly, chi dao va chiu trégt) nhié{n
truée Hiéu trudng, trude phap luat vé céc quyét dinh cia minh, nhirng (:‘fmg vige tAhUOf
linh vyc phu trach va hoat dong dugc Hi¢u truong phan cong. Doi voi nhitng van df
méi, quan trong, phirc tap hodc nhay cam can xin y kicn Hiéu truong trudce khi qu_yAet
dinh. Khi thyc hi¢gn nhiém vu, néu c6 ndi dung lién quan dén linh vuc do Pho Hl@l,l
trudpg phu trach can chii dong, phoi hop, ban bac xin y kién cac TTCM. Néu TTCM co
v kién khac nhau thi bao cdo Hi¢u truong quyét dinh.

- Ph6 Hi¢u truéng khong giai quyét céc viéc ma Hiéu truong khong phéan cong
hoac khong uy quyén.

- Viée din doan GVNV va HS tham gia hoc tap, giao luu, thi dau VN- TDTT, san
choi tri tué...trong va ngoai truong, tiy theo tinh chat to chirc phong trao hoat dong cua
céc cap, Hiéu trudng s€ phan cong chi dinh.

- Khi Hiéu truong ving mét, Phé Hiéu truéng dugc uy quyén thay mat Hiéu
truong diéu hanh toan bo cong viéc cua Hiéu trudng va chiu trach nhiém nhu Hiéu
trudng.

2. Phin cong trach nhiém cu thé ciia Ban giam hiéu:

2.1. P/c Nguyén Thuy Ha - Hiéu truémg:

i Thyc hién theo nhiém vu va quyén han duoc quy dinh tai muc 1 diéu 11 cta thong
tu s6 28 Piéu 1é truong TH, cu thé la:

- Xay dung, td chirc bd mdy nha trudng;

- Thuc hién céac quyét nghi cta Hoi dong truong dugc quy dinh tai khoan ¢ muc 1
Piéu 10 cua Diéu Ié Truong tiéu hoc.
- T6 chirc, quan li cac hoat dong va chit lugng gido duc clia nha trudng.
- Xay dung quy hoach phat trién nha truong; 1ap ké hoach va td chuc

thuc hién ké hoach day hoc, gido duc; béo cdo, danh gia két qua thuc hién trudc
Hbi dong trudng va cac cap ¢ tham quyén.
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= Thanh 1ip cic 16 chuyén mon, 16 viin phong va cac hoi dong tur v
tromg; bd nhiém lommng lupho

in trong nha

- Phin cong. quan 1i, danh gid, \cp loai; tham gia qua trinh luun dung, huy¢n
chuyén; khen thurdmg, thi hanh ki ludt d6i véi gidgo vién, nhian vién theo quy dinh

= Quan 1i hanh chinh; quan 1i va sir dung ¢6 hi¢u qua cac ngunn tai chinh, tai san
cua nha truomg.

- Quan 1i hoce sinh va to chire (,dL hoat dong gido duc cua nha truong: mp nhdn, gidi
thi¢u hoc sinh chuyén truémg; quyét dinh khen thuong, ki ludt, phé duyét két qua danh -
gid, x¢p loai, danh sich hoc sinh Ién 16p, & lai l6p: 10 chire kiém tra, xac nhin viéc hoan
thanh chuong trinh tiéu hoce cho hoc sinh trong nha truong.

- Dy cdce 16p boi dudmg vé chinh tri, chuyén mén, nghiép vu quan li: tham gia giang
day binh quan 2 tiét trong mot tuan.

- Thyre hi¢n quy ché dén chu co s va tao dicu Kién cho céc to chire chinh
tri - x4 héi trong nha truong.

- Thue hi¢n xa hoi hoa gido duc, ph(')i hop 6 chire, huy dong céc lyc lugng xa hoi
cung tham gia hoat dong gido duc, phat huy vai tro ctia nha trudmg doi vai cong dong.

- Chi dao hoat dong cua cic doan thé trong nha trudmg: Chi Bg, Chir thip do.
- Tham gia sinh hoat véi 6 5. day 2 tié/tudn tai khéi 4:5 va day thay GV.
2.2. D/c Pao Thi Hué - Phé Hiéu truwong: muc 2 khoan d diéu 11 cta Thong tu 28

- Cung voi Hiu truong quan 1y hoat dong trong truomg hoc va chiju trach nhi¢m
trude Hi¢u trudng vé nhiém vy duge phén cong.

- Thay m3t Hiéu truéng diéu hanh hoat dong ciia nha trurdmg khi duge uy quyén.
- Chi dao cong téc kiém tra ndi bo trudmng hoc.
- Dy céc 16p boi dudng vé chinh tri, chuyén mén, nghiép vu quan li;

- Chi dao cdng tac chuyén mon, gido duc hoc sinh, y té, cong doan, doi, thu vién, do
diing, CSVC thiét bi day hoc, PCGD, cong tic ban trd, cong tac HSSV.

- Phu trach chuyén mén cac khdi 1,2,3,5; bo mon, tham gia giang day binh quén 4
tiét/tuan tai khdi 2 va day thay GV.

- Phu trach cdc tiéu chi thi dua: Cong tac chuyén mon; Cong tic UDCNTT; Thu
vién truong hoc; Cong téc xdy dung THTT - HSTC; Cong tac quan ly co sg vét chat,
cong tac xay dung, Cong tac tuyén sinh va kiém dinh chét luong; Cong tac Doan - Doi -
Hoi va thuc hién céc cudc van dong, cac phong trio thi dua, ngudi tét viéc tét.

- Du céc lop boi dudng vé chinh tri, chuyén mdn, nghiép vu quan li;
II. NHIEM VU CUA GIAO VIEN:
1. Nhiém vu cua gido vién truc tiép giang day

- Thuc hién chuong trinh gido duc phé thong cip tiéu hoc va ké hoach gido duc ciia_
nha truémg. Chi dong thyc hién va chiu trach nhiém vé ké hoach gido duc; tr chi, tur chiu
trach nhiém vé thuc hién nhiém vu chuyén mén (ndi dung, phuwong phap gido duc, kiém
tra danh gia hoc sinh) va chit lrgng, hi¢u qua gido duc tirng hoc sinh cta 16p minh phu
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lmuh bao dam quy dinh cia chuong trinh gido duc, phu hop vai dbi trgng hoc sinh va
didu ki¢én cu thé cua nha trrong.

- Tham gia xdy dung k¢é hoach gido duc cta t6 chuyén mon va nha truomg; thuong
xuy¢én ¢dp nhit nhirng chi dgo cia nganh: chuén bi, t6 chire day hoc va danh gia hoc sinh
theo quy dinh: thye hi¢n cac hoat dong chuyén mon khac.

- Xdy dung mdi quan h¢ than thién, dén chi g gifra gido vién vai hoc sinh, vai cha me

hoc sinh va cong ddng: gitip hoe sinh chii dong, sang tao. tyr tin, tur cha trong hoc tép va
rén luyén.

- Giir gin pham chilt, _danh dy, uy tin cua nha gido; (mg xu van hoa, doan két, gitp
do dong nghiép: guong mau trude hoc sinh; thuong yéu, dbi xir cong bing va ton trong
hoc sinh; bdo v¢ cic quyén va lgi ich hgp phéap ctia hoc sinh.

- Thye hién ty dénh gia theo chuén nghé nghi¢p gido vién; tu hoc, tu boi du(mg
ndng cao nang lyc nghc, nghiép; thuc hién nhiém vu bdi dudmg thudng xuyén gido vién
theo quy dinh; trao ddi chia sé¢ chuyén mén cung ddng nghi¢p trong va ngoai nha truomg
thdng qua céc dot sinh hoat chuyén mén, tap huan.

- Ung dung cong nghe thong tin trong giang day. hoc tap va sinh hoat chuyén mon;
sdng tao, linh hoat trong viéc tyr lam do dung day hoc.

- Tham gia lya chon sach gido khoa theo quy dinh: dé nghi nha truong trang bi cac
Xuét ban phim tham khao, thiét bi day hoc theo quy dinh, phu hop dé sir dung trong qua
trinh day hoc.

- Tham gia kiém dinh chat lugng gido duc.

- Tham gia thuc hién gido duc bit budc, phd cap gido duc va xéa mu chir ¢ dia
phuong.

- Phéi hop vei Doi Thiéu nién Tién phong H6 Chi Minh, gia dinh hoc sinh, cong
dong va cac to chirc xa hdi lién quan dé thuce hién nhiém vu giao duc.

- Thyc hién céc nhiém vu khéac theo quy dinh cia phap ]uat va theo su phén cong
cua hiéu trudng.

2. Nhiém vu cua gido vién chi nhiém:
- Can ¢ vao ké hoach ctia nha truong, chi dong dé ra chi tiéu bién phap thi dua ctia
tung 16p cho phu hop.

- Tich cuc td chirc cho 16p tham gia cac hoat dong gido duc toan dién cua nha
truong, phan dau xay dung 16p tién tién.

- Str dung, bao quan tai san dugc giao c6 hiéu qua tot nhit.

- Chiu trach nhiém vé van hoa va dao dirc cung céac hoat dong khac cua l6p dugc
giao phu trach.

- Pam bao theo ddi ghi chép day du thuong xuyén céc loai s6 sach cia GV

chu nhiém.

- Tich cuc phdi hop véi ban can su l6p dé phat huy vai tro chu dong cua hoc sinh;
lién hé kip thoi véi phu huynh dé giai quyét cac van dé duogc giao.

- Phéi hgp véi Doi Thiéu nién Tién phong Ho Chi Minh, gia dinh hoc sinh va céc td
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chire xa hoi lién quan d¢ (6 chire hoat dong gido duc.

3. Trach nhi¢m cua gido vién- Téng phy tréch ( kiém nhiém):
= Quan ly HS trong cic hoat dong gido duc cua truong.
= A 9y - N 5 £ e 3 »'A v Seve .2 ’

- Thye hi¢n Diéu 1¢ nha trromg, Quyét dinh cta Hiu trudng: chiu su ki¢m tra dénh
gid cia BGH nha trudmg, va cdc cap quan ly gido duc.

- Xay dyng ndi dung hoat dong Doi tirng {uan, thang. hoc ky. ca ndm theo ké hoach
dé ra va chi dao cta cdip trén sao cho trong tam va dat hi¢u qua cao nhat.

- T chire, quan Ii céc hoat dong cua Doi T hiéu nién va Sao Nhi dong & nha trudng
va to chire, quan 1i hoat dong gido duc ngoai gid 1én 16p.

- Téng cuong cong téc kiém tra, danh gia thi dua kip thoi, chinh xac.

- Phdi hgp vai GV 6 chire cac HDTT, ngay IE.

- Kiém tra né nép, v¢ sinh hang ngay.

- Chiu trach nhi¢m trudce Hi€u trudong vé noi dung va két qua cong viée dugce giao.

IIl. CAC TO TRUONG CHUYEN MON, TO PHO CHUYEN MON, NHOM
TRUONG CHUYEN MON, KHOI TRUONG CHU NHIEM:

- Phu trich t6 chuyén mén, phan cong cong viée cho td phé chuyén mén va céc to
vién.

- Xay dung ké hoach hoat dong chung cua to hudng din xiy dung va quan ly ké
hoach ca nhan cua t6 vién theo ké hoach day hoc; phan phoi chuong trinh va céc quy dinh
khéc cua nganh.

- T chirc hoc tap trao ddi kinh nghiém, tu bdi dudng chuyén mon, nghiép vu tham
gia, kiém tra danh gid chat luong va hiéu qua cong tac cia td vién.

- Dé xuit khen thudng, ky luat dbi véi gido vién thugc to.

- Tham gia d4nh gi4, xép loai gido vién theo quy dinh Chuin nghé nghiép gido vién
tiéu hoc.

- Tong hop bao cao két qua hoat dong cuia td.

2. Cic to phé chuyén mén:

- Truc tiép gilip viéc cho t truong nhimg cong viée dugc phan cong.

- Theo doi danh gia thi dua trong t.

- Thuc hién cong tac day hoc va gido duc cia mét gido vién.

3. Cac khéi trrémg chii nhiém:

- Phu tréch danh gid thi dua céc 16p cia khi; trién khai toan bd nhiém vu vé cong
tac chu nhiém. Phan dnh cho Ban gidm hi¢u nhimg kh¢ khan vuéng méc vé cong tac chu
nhiém & khoi minh phu trach.

- Phon hgp véi Ban thiéu nhi: kiém tra né nep cac lop, hé so chii nhiém; cong tac
tuyén truyén, phong chdng dich bénh va céc cong viée duge giao.

- Dé xuat va chi dao céc chuyén dé vé cong tac chi nhiém.
\

4. Khéi hanh chinh:




a. Ké todn:

- Xéy dymg dyr todn, qui ché chi ticu, qui ché quan 1y tai san , céc ké hoach cong téc
ai chinh trong truomg. Quén 1y ho so, chimg tr tai chinh. Thict 1ap va cip nhat ho so s6
sdch lién quan dén cong tic ke toan, s6 sdch ké toan dang quy dinh.

= Thyc hi¢n chi tra dtng chinh sach quy dinh cho ngudi lao dong; Hoan thanh ché
do tién luong, ché do chinh sdch, bao hiém xa hoi va cdc ché do theo qui che duge dam
bio, kip thoi. Chiu trach nhiém hudng din CBGV,NV hoan thié¢n céc thu tuc, ho so vé
ché dg chinh sach.

- Thue hién 1dp t’)z'm ¢do tai chinh, kiém ké tai san, ty kiém tra tai chinh, cong khai
tai chinh, b4o céo quy¢t toan ndm ding thoi gian. <

- Tham muru cho Hiéu trudng, gitup Hi¢u truong t6 chire diéu hanh thu chi tai
chinh, tai san ctia nha truong dam béo dang nguyén tic va co hi¢u qua. Chiu trach nhi¢m
trude Hiéu trudng, trude phap luat vé céc khoan chi tiéu tai chinh va tai san ctua nha
truong.

-Thuyce hién cong tac PCGD.

b. Van thur:

- Tiép nhén, ding ky, chuyén giao vin ban di, dén, Iuu trir cong van, tai lidu, hé so.
M¢& mang cdp nhét cong van it nhat 2 1an/budi.

- Kiém tra thé thirc vin ban, dong dAu vian ban.

- Thyce hién béo cdo théng ké vé cong tac van thu. Chju trdch nhiém vé do chinh xéc
céc ndi dung, hd so bao céo va thoi gian quy dinh.

- Thuc hién cong tdic PCGD

c¢. Nhén vién viin phong:

- Thuc hién tiép nhan cac cdng van, van ban, giéy to chuyén dén, di va duge
phép giai quyét nhanh trong tham quyén. Phai luu trlr cac dir liéu, van ban tai liéu
cua nha truong

- Cép nhat s6 liéu, thong tin HS trén co s¢ dit liéu.

- Cap nht cac van ban, dang bai trén cong TTDT

- Chuén bi céc tai liu hd so, trinh chiéu hdi hop.

- Pén tiép khéch trude khi bat dau lam viéc véi lanh dao.

- H5 tro tai lidu, nuéc, thiét bi... can thiét cho cac cude hop cua nha trudng.

- Hoan thanh céc vin ban theo chi dao cia BGH

- Phéi hop t4 chirc céc hoat dong theo yéu cau cia BGH

- Thuc hién cong tac PCGD.

d. Nhén vién thu vién — dd diing

*Thuw vién

- Xay dung ké hoach hoat dong thu vién theo nim hoc, thang, tudn va cac chi diém
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- T6 chire xtr ly, sdp xép, lwu triv, bao quan, quan ly tai li¢u va thong tin, ma so sach
quan ly theo ding nghiép vu thur vién.

- C6 phuong dn bd sung, phat trién kho sach va cac ngudn lyc thong tin dap (mg nhu
ciu giang day, hoc tap, nghién ciru cho gido vién va hoc sinh trong nha truong.

- T6 chire phuc vy, huéng din cho GV va HS sir dung hi¢u qua céc ngudn thong tin,
tai liéu ¢6 trong thu vién, Phdi hgp véi cdc t6 chuyén mon trong viée lya chon, sir dung
tai liéu phu hgp véi nhu cau day va hoc trong nha tnurong.

- T chire bao quan, kiém ké dinh ky von tai liéu, co s¢ vat chit ky thuat va cic tai
san khéc cua thu vién; tién hanh thanh ly céc tai liéu lac hdu, hu nat theo quy dinh cia co
quan quan ly nha nudc va cta truong.

* Thiét bi, 6 dung:

- Xay dung ké hoach nam, thang, tuan va trién khai thyc hién c6 hi¢u qua. T ich cyre,
chi dong dé xuat véi nha truomg vé ké hoach mua sim, sir dung va

bao quan do dung dé viée sir dung dat hi¢u qua nhat.

- Pap tmg diy dii céc yéu cAu ctia gido vién va hoc sinh vé tai ligu do ding
day hoc trong pham vi cho phép.

- C6 du hd so, s6 sach theo quy dinh.

e. Nhén vién y té- thi quy.

- Xay dung ké hoach y té, chir thap do, ké hoach phong chéng dich bénh va phong
chong tai nan thuong tich.

- Thyc hién cic nhiém vu theo diéu 9, 10, 11 cia ‘Thong tu lién tich sé:
13/2016/TTLT-BYT-BGDDT ngay 12 thang 5 ndm 2016 b y té - bo gido duc va dao tao
quy dinh vé cong téc y té trudong hoc

- Kiém tra truong hoc an toan, phong chdng tai nan thuong tich

- Truc y té hang ngay.

- Kiém tra vé& sinh ATTP, phdi hop thyc hién ding qui trinh luu miu com canh bén
tra. :

- Hang ngay ldy SS hoc sinh 4n ban tri cac 16p; bao xubng tb bep, kiém tra dot xuét

viéc thuc hién vé sinh hang ngay ciia té vé sinh, ATTP ctia cong ty ndu n trong KH cong
tac ban trua.

- Phéi hop v6i GVCN cho HS xuic miéng nude Flo vao 1 1an /tudn;

- Chju trach nhiém vé cong tac v€ sinh toan truong.

-Thuc hién cong tac PCGD

* Thi quy:

- Quan Iy quy tién mt ctia nha truong, kiém ké ddy du vao cudi thang;
- Thu chi ¢6 déy du chir ky va ding nguyén tic dé ra.

- Kiém dém thu, chi tién mt chinh x4c va bao quéan an toan quy tién mit ctiia don vi.
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- Hach todn chinh xdc day du cdc nghi¢p vu cua quy tién mat, lam cdc bdo cio vé
quy tién mat.

- Phéi hop véi GVCN hd trg CMHS ndp céc khoan thu ding thai gian theo thong
bdo cia nha truong.

g. Nhin vién bio vé

- Giir gin trdt ty, an ninh trong nha trirong.

- Dam bao an toan cho thiy va tro trong gir hoc, lam viée.

- Giit gin bao vé toan bd tai san trong nha trudng, khong dé thit thoat (mat tai san).
Co trach nhiém boi thuong tai san néu mat.

- Thyre hién nhi¢ém vy theo hgp déng.

- Quan ly viéc ra vao céng truomg cia CBGVNV, CMHS, khich dén truong lién hé
cong téc.

- Dénh tréng béo gio theo lich hoc tap ciia nha trudng.
- Hoan thanh céc cong viéc khac theo su phéan cong diéu dong clia nha truong.
h. Lao cong:
- Pam bao vé sinh cac khu vuc trong truong theo dang hop dong.
IV. BANG PHAN CONG CHI TIET (bdng phu luc kém theo).
Noi nhin: ;
- Phong GD&DT Long Bién: dé b/c

- CBGV-NV nha trudng: dé th;
- Luu: VP.




BANG PHAN CONG CHI TIET
(Kém theo phdn céng nhiém vu sé:  /PCNV- TH LTK ciia Truong TH Ly Thuong Kiét ngay 4 thang 01 nam 2024)

S5 | souk | Sot& | Cha Ghi chu
T Ho va tén I:::': H¢ DT, ]:',::' Chirc vy Cong tdc dugc phin cong ::‘:m f:z'; o f:)ﬂ,:;‘r: :‘?;f)m :::i
cm nganh hién nhigm <12thang | PT)
2 3 4 5 6 7 8 9 10 11 12 |13
Phu trach chung cac hoat dong cua
nha trudmg, cong tac TDKT, tai
chinh, cong tac BDDN, sinh hoat
Neuyén Thuy | oo | Thee Hitu | cing khdi 5 3
Ha orp | 124 | wwomg | Day 2 tiévtuin: Mon Khoa hoe .
5A1,HDTN 1Al
BD chuyén mén GV, day thay GV
nghi. :
BGH - Chi dao cong tic chuyén moén
chung toan trudng: cong tac gido duc
HS, phu tréch cdc by phan: y té,
; CTD, boan, DBoi, thu vién, do dung,
aoThiHue | 1976 | o | 2000 | O | phutréch ND biéntépcng TTRT. | ,
HT - Phu trach cac tiéu chi thi dua theo
DHSP A
phén cong.
- Phu trach CSVC nha trudng.
- Day 4 tiét/tudn khdi 16p 2,3 HDTN
va day thay GV.
Nguyén Thuy | 1976 | PH | 1996 | Keétoan | - Chiu trich nhiém truée HT ve hoat
Té Hong KT TT VP dong cua céc thanh vién trong to VP.
Hanh ; - Hoan thanh dénh gid nhdn vién
chinh - trong to trude ngay 20. Chi dao hop
ye chuyén mén t6 1 lan/tuan.
-Theo ddi chuyén cong vin di, dén.
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T

Ho va tén

Nim
sinh

HE DT,
cm

Nim

nganh

Chire vy

Cong tac dugc phin cong

S6
tiét
thue
hign

S6 tiét
giam trr

nhiém

SO uét
giam trir
con nho
<12 thang

Chu
nhiém

PT)

Téng
50 tiet

Ghi chu

4

8

10

11

12

13

Si s6 hoc sinh, thuc hién cong tac
PCGD. 3

- Cap nhdt cac van ban trén cong
TTDT theo linh vuc phu trach.

- Lién két cac théng tin trén trang
Fanpage NT va cong tic truyeén
thong cua Pang.

- Hoan thanh céc cong viéc by phin
ké toan. i
-Theo ddi, hach toan, bdo cdo tat ca
cac khoan thu chi cho HT va ban
TTNT theo thang

- Phu trich cong tac ban tri: xay
dung thuc don theo tuan c6 thue don
trén phan mém DD, gidm st bd phan
cung cdp sudt in va bira #n hang
ngay.

Nguyén Thi
Thao

1985

TC
YT

2010

Y té-Thu
quy
TP VP

- Hoan thanh cac nhiém vu cua y té
hoc duong, chir thap do,

- Theo doi cong tac ban tri bao com,
giam sat VSATTP, luu com ban tru,
)
- Thuc hién cong tac thu quy nha
trudng

- Thuc hién cong tac PCGD.

- Theo doi HS c6 hoan canh kho
khan, dic biét.

bao Thi Nhat

Hop

NV -VP

- Thyc hién tiép nhén cac cong van,




11

Ghi chi

sz"s S tiét S6 tiét Cha :
TS Ho va tén Nim | gepT, | NM® | Chie vy Céng téc duge phan céng [l [l el el 1
sith | CM | nganh hién | nhigm | <I2thing | PT)
2 3 4 5 6 7 8 9 10 11 12 |13
dong van ban, gidy to chuyén den, di va
dugc phép giai quyét nhanh trong
thdm quyén. Phai luu trir cac dit liéu,
van ban tai liéu cua nha truong.
- Chiu trach nhiém v& hd so cong tac
boi
- Cap nhat s6 lidu, thong tin HS trén
co so dir liéu.
- Quan trj cong TTDT, cdp nhat céc
vin ban, dang bai trén cong TTDT.
- Chuén bj céc tai liéu ho so, trinh
chiéu hoi hop.
- Pén tiép khach truée khi bit dau
lam viéc véi 1anh dao.
- H3 trg tai lidu, nuéc, thiét bi... cin
thiét cho cac cugc hop cua nha
truong.
- Hoan thanh cac van ban theo chi
dao cua BGH
- Phéi hop td chirc cac hoat dong
theo yéu cau cia BGH
: - Thuc hién cong tac PCGD.

Khong Hiru 1974 | THPT | Hop Baové |- Nhom truémg bao vé: Diéu hanh

Hai dong phan cong ca truc cho cac thanh vién,
chiu tréch nhiém truée Higu truong
vé& nhiém vu cia td BV.
- Pam bao an ninh truomg hoc theo
ca tryc.
- Céc cong viéc khac: Hoan thanh
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y 8 S6 tiet S tiér Chu 3 Ghi chu ﬁ
T | T8 Ho va tén el 072 O [l G Céng tic durge phan cong ol il b el 0
™ nginh hién nhiém <I2thang | PT)
e 3 BT 7 g g0 IF [ 2|8
cac cong viéc khac theo su phan
cong diéu dong cua nha truong.
T Nguyén Quang | 1965 | THPT Hop Biové |- Pam bao an ninh trudng hoc theo
Trung : dong ca truc.
- Cac cong viéc khac: Hoan thanh
céc cong viée khéc theo su phan
cong diéu dong cua nha truong.
8. Phan Thj 1959 | THPT | Hop vésinh | Dam bao VS sach s& cic khu vuc
Nguyét déng vién trong nha truomg theo hop dong.
: Hoan thanh cdc cong viéc khic theo
su phan cong didu dong cua nha
truong.
9. Nguyén Thi 1959 | THPT | Hop | Vésinh |Pam bao VS sach sé cac khu vue
Poi dong vién trong nha trudng theo hop dong.
o Hoan thanh céc cong viée khic theo
su phan cong didu dong cua nha
truong.
10. Pham HaThu | 1972 | CDSP | 1994 | TTCM | GV chu nhiém l6p 1A1 21 4 3 28 | b/c Haday It
K1 du b/c Trang
CTCb St day It
11. Nguyén Tra 1992 | BHSP | 2013 GV chu nhiém 16p 1A2 21 3. |.24
1 My du
It
12. Nguyen T. 1984 | BHSP | 2010 GV cha nhiém 16p 1A3 21 3 24
Minh Nguyét du
1t
13. Tran Thi Lan | 1985 | BHSP | 2008 GV chu nhiém 16p 1A4 21 3 24
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Sé S6 ét Soner | nC:q 2 Ghu cha
™ | T Ho v tén Nam | gepT, | N | Chgevy Céng téc duge phin cong C Al el el e B
Sink CcM nganh hién nhiém <12 thang | PT) I
1 2 3 4 5 6 7 8 9 | 10 | 1213 | J
Phuong dlu ‘ J
t |
14. Nguyén Thi 1997 [ NV Nhan vién thu vién — d6 ding 20 t J
Phuong Thao TV |
15. Ngo Thi Nhan | 1970 | CBSP | 1990 GV chu nhiém 16p 2A1 21 3| 24| \
du
1|
16. Lé Thuy Hang | 1982 | DHSP | 2010 | TTCM | GV cha nhiém 16p 2A1 21 3 3 | 27 | DB/c Hué day
K2 ‘ du | 1t
| 4 | Dlc Tinh day
2 l [ 1t
17. Hoang T Thuy | 1996 | PHSP | 2021 GV chu nhiém 16p 2A3 21 3 } 24 | b/c Hu¢ day
: Linh i l | du | It
| | |
18. Lé Kim Oanh | 1977 | DHSP | 2010 GV chu nhiém 16p 2A4 21 3 | 24 | B/e Hué day
\ 1 Idu | It |
19. Ha Minh 1986 | DPHSP | 2014 | TTCMK3 | GV chu nhiém 16p 3A1 19 |3 3 ‘ 25 |
Nguyét | du2 | |
20.| 3 [Nguyén Thi 1993 | CBSP | 2016 GV chu nhiém 16p 3A2 19 3 ‘ 22 | Day I cho |
Tinh ‘ Thl | TTCM t5 2
| | |
o1 Nguyén Mai | 1997 | DHSP GV chu nhi¢m 16p 3A3 19 [3 |22 [Daylcho
Huong | Du | TTCM 16 4
i | Th
22. Nguyén Thi DHSP GV chu nhiém l6p 3A4 19 ' 3 ’ 22 [ Day I cho ’
Trang | | Thl | TTCM 16 1
23.| 4 | Truong Thi 1975 | PHSP | 1995 | TTCM GV chu nhiém lop 4A1 20 |3 [3 26 [PleMai |
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i ENECRE-N -1 -
TT Té Ho va tén I::": HE DT, ‘\,::' Chire vy Cong tic duge phin cong [ :x : .-.—: g‘:—;u (HD | shuit
cm nginh : hitn | chem <12thang | PT)
il el B0 i 7 8 | o | 1 [ 2|5
Bich Hao K4 l Du | Huomg day It
24, Vi Thi Lan 1977 | BHSP | 2013 GV chu nhiém lop 4A2 20 |2 3 |25
Anh : | du2 |
25. Nguyén Thi Ut | 1985 | BH SP | 2020 GV chu nhiém 16p 4A3 20 | 3 23
26. Lé Thi Ngoc DHSP GV chu nhiém 16p 4A4 20 | 3 23 DL
Mai | —
27. LwuThiKim | 1976 | PHSP [ 1997 | TTCM | GV cha nhiém Iép SA |20 |3 3 |26 |DicHadaylt
Oanh | du
\ 3
28. Nguyén Hong | 2000 | BPHSP | Hop GV chu nhiém Iép 5A2 21 | 3 | 24 [GVHD
Ha df‘)ng ' ] S
29. Hoang Thi DHSP GV chu nhiém I6p 5A3 20 | 3 |23
Minh Hing ‘ S S 1
30. Pao Thi Thu | 1999 | DHSP | Hop GV chu nhiém ldp 5A4 21 | 3 |24 |GVHD
Thao dong b
31 DinhThiLé |1979 [PH [2008 | TTBM | GVNN: Day Tieng Anh ciia Bo: 18] 3 2 [23 [+2uéBD
Quyén NN I HSNK
- Day TALK: | ‘
+ Chiu tréch nhi¢m SHCM ciia nhom f
TA, ghi s6 SHCM, BD HS tham gia | |
céc cude thi TA | | h |
32. Hoang Thi bH Hop GV day Tiéng Anh cua By caclop: | 12 | GV HD
Thu Hién NN | dong TALK: g
33. Tran Thi My PH | Hop GV day Tiéng Anh cia By cac lop: | 10 ~ 1 | GVHD
NN dong TALK: ‘




15

o

Ho va tén

Nim
sinh

Nim
vio
nginh

Chire vy

Cong tic duge phin cong

St
o3m T

S ot
oam

<12 thing

3

8

10

I

Khuat Thi Kim

1989

2016

TP BM

- Day Mi thuit khéi 1->5: TC MT
khoi 2.3

- Phu trach phong trao v&. trang tri
cac ngay .

- Kiém nhiém cdng tac TPT

+ 01 uet HD
PT

Tran Minh
Tién

1986

bH

2013

GV Tin
hoc

- GV day Tin hoc: Day cong nghé
khéi 3 (4ttudn); cong nghé 4
(8v/tudn); Tin hoc khoi 5 ( 8¥tudn):
02 tiét KT 16p SA1. 5A3

- Cac nhiém vu khac: Hd trg cac
cudc thi GVG vé CNTT: Phu trach
thi Tin hoc tré ciia HS: Bao céo bing
hinh anh cac hoat dong nha truomg
trong thang vé PGD, phu trich co s&
du liéu

1J
(]

|+ 01 HS o
| HD chao c&r

37

Nguyén Thi

1994

DH

2016

GVTD

Day TD cac lop: K1, K2, 3A1, 4Al,
4A3,5A1.TCK1

phu tréch hoat dong TDTT cua
GV&HS,

Nguyén Manh
Toan

bH

GVTD

Day TD cac lop: 3A2. 3A3. 3A4.
4A2,4A4, 5A2, 5A3, 5A4

Phéi hop trong cac hoat dong TDTT
cia GV&HS

Phéi hop hé tro cong téc theo phin
cong cua HT

Ngo Thi
Phuong

1981

bH

GV AN

Day AN khoi 2. 4
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S Séukt SO bt cm | | Ghicm
N u nh¥m |
™ | T8 Hovaten | NAM | H¢DT, | N™ | cpgevy Céng tic duye phin cong o il | ol el - &
sinh M nganh hién | nlém <12thing | PT) i [
1 2 3 4 5 6 7 8 9| 10 | I |[12|13 |
; . i 1 ?
39. Nguyén LéTo | 1985 | bH Hop GV AN Day AN khoi 1.3 8 , [ |
i g AN S —
40. ‘| Nguyén Hong | 1996 | BH SP | 2020 { | | \g.hl thai san
Hanh | ! unr ,




