UBND QUAN LONG BIEN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TIEU HQC THANH AM Poc 14p - Tw do - Hanh phiic
S6: 02 /QD-THTA Thueong Thanh, ngay0bthdng 01 nam 2024
QUYET PINH

V& viée phin cong nhiém vu cho Can bd - Gido vién — Nhén vién
Hoc ki II - Nam hoc 2023-2024

HIEU TRUONG TRUONG TIEU HQC THANH AM

Can cu Thong tu s6 28/2020/TT BGD&DT ngay 04 thang 9 nam 2020
ctia Bo Gido duc va Pao tao vé viéc ban hanh Diéu 16 truomg tiéu hoc;

Cén cir Thong tw 08/2016/TT-BGDPT ngay 28/3/2016 cua Bj Gido
duc va Pao tao quy dinh giam dinh mikc gio day cho gido vién, giang vién
lam céng tac Cong doan khéng chuyén trdch trong cdc co s gido duc cong
ldp thugc hé thcfng gido duc quéc dan,

Cén cir Thong tw 03/VBHN-BGDPBT ngay 23/6/2017 cua B) Gido
duc va Dao tao vé viée ban hanh Quy dinh ché dp lam viéc ddi véi gido vién
phé thong;

Cén ctv Quyét dinh 1769/QP-UBND ngay 29/4/2020 cua UBND
Thanh phé Ha Noi vé viée phé duyét Danh myc vi tri viéc lam, Ban mé ta
céng viéc va Khung ndng lyc vi tri viée lam trong cdc co s6 gido duc cong
lp thuéc UBND qudn, huyén, thi xd trén dia ban Thémh phé Héa Néi;

Cén ctr Théng tw 20/2023/TT-BGDDT ngay 30/10/2023 cua B¢ Gido
duc va Dao tao vé viéc Hudng dén vi tri viéc lam, co cdu vién chirc theo
chitc danh nghé nghiép va dinh mic 56 lugng nguoi lam viée trong cdc co
so gido duc phé théng va cdce truong chuyén biét cong ldp;

Thuee hién nhiém vy nam hoc 2023-2024, Thiec hign nghiém tuc che
dé thu truong co quan; phdn cong ¥é nguoi, ro viéc, ro trach nhiém, quyen
han, dam bao sw phoz hop tot giita cdc thanh vién, cdc b phdn, doan thé
trong nha truong;

Céin cit tinh hinh thuc té nha truong; cdn cik ndng luc cd nhan cua
cdn b, gido vién, nhdn vién nha truong;

Xét dé nghi cia by phdn chuyén mon truong Tié iéu hoc Thanh Am
ndm hoc 2023-2024,

QUYET PINH:

Pidu 1. Phan cong nhiém vu cho can b, gido vién, nhan vién cia
truong Tiéu hoc Thanh Am hoc ki 2 ndm hoc 2023-2024.
(C6 bang phdn céng kem theo)
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Piéu 2. Can bo, gido vién, nhan vién nha trudng cin cit vao nhiém
vu cu thé duoce phan cong c6 trach nhiém xay dung k& hoach hoat dong va
thuc hién k& hoach cho phu hop véi dic thu cong viée duge giao.

Piéu 3. Céc tb chuyén mon, t6 vin phong, t6 chirc doan thé trong
truong va cac dng (ba) ¢ tén tai Pidu 1 chiu trach nhiém thi hanh quyét
dinh nay.

Quyét dinh ndy thay thé céc quyét dinh trudc ddy va cé hiéu luc ké tir
ngay ki./.

Noi nhin: g _—H]

- Phong GD&PT quan; dé b/c A 3
ST S g \g

- Cén bd, gido vién, nhén vién: dé t/h; )Q/r T

- Luu: VT, (5( TIEU HOC | .
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Nguyén Thi Thiy Van
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~ PHAN CONG NHIEM VU
~ CAN BQ - GIAO VIEN - NHAN VIEN
(Kém theo Quyét dinh 5602 /QD-THTA ngay(3 /01/2024 cia Trudng TH Thanh Am)

I. BAN GIAM HIEU

1. Ba Nguyén Thi Thiy Van: Bi thw chi by - Hiéu truéng

- Phu trach chung cic hoat dong cta nha trwdng; Chiu trach nhiém truedc
Phong Gido duc va Pao tao, UBND quén Long Bién nhiing nhiém vu duoc
phan cong. Chiu trach nhiém vé toan bd cac hoat ddng cia nha truong theo quy
dinh ctia chuong II-Td chitc quan 1i nha trudng duge ban hanh tai théng tr s6
32/2020/TT-BGD&DT ngay 15/9/2020 ctia B GD&DT, didu hanh toan bé cac
hoat dong ctia trudng theo ché d6 thu trudng

- T chirc b may nha trudng; Quan ly gido vién, nhan vién; phan cong
nhiém vu; Giai quyét cho CBGV, NV nghi phép hodc nghi viéc riéng; Cong tac
tuyén dung, tuyén sinh, cong tic chuyén di chuyén dén dau ndm hoc;

- Cong téc, ké hoach phat trién nha truong hing nim va dai han. Day 2
tiét/tudn theo quy dinh.

- Thuc hién phan cép quan 1y trong nha trudng, giao quyén, phén quyén, uy
quyén, chi dao, didu hanh, don dbc, kiém tra, danh gi4, khen thudng, ky luét theo
quy dinh ctia cac vén ban quy pham phép quy hién hanh.

- Ky cac vén ban thudc quyén quan ly.

- Trudng ban chi dao céc hoat dong trong nha truong. Tham muu voi
Nganh, Pang uy, UBND cac cAp vé cong tac gido duc. Phy trich cong tic dbi
ngoai. Chuyén treong cho hoc sinh;

- Tb chuic thuc hién quy ché dan chu trong hoat dong ctia nha trudng;
thuc hién cong tac xa hoi hoa gido duc cua nha trudng.

- Phu trach cong tac Tai chinh, chu tai khodn duyét chi cac ché do cia
gido vién, nhan vién va hoc sinh nha truong

- Phu trach & vin phong, chi dao thiét lap hd so theo di tiép dén, giai
quyét thic mic cua GV, HS va PHHS;

- Thyc hién nhiém nhiém vu khac do UBND, phong gido duc quén Long
Bién khi dugc phéan cong.

* Cam két trach nhiém: Chiu trdch nhiém triwée phdp ludt, véi nganh, véi
trudmg phong gido duc, véi phu huynh hoc sinh vé chdt lwong quan Iy truong
hoc, chdt lwong gido duc hoc sinh va cdc nhiém vu theo quy dinh cua Diéu ¢
truong Tiéu hoc doi véi Hiéu truong.
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2. Ba D6 Thi Thanh Nhan: Phé bi thw chi b - Phé hiéu truéng

- Quan Iy chi dao CM khéi 1, 2, 3, chju trach nhiém chét lugng gido duc
khéi 1, 2, 3. Giang day theo quy dinh 4 tiét/ tuln.

- Ki thay Hiéu truéng cac vin ban vé chuyén mén, cing Phé hiéu truong
2 theo d&i nén nép day va hoc cua gi4o vién, nhan vién va hoc sinh; chiu trach
nhiém x4y dyung thoi khéa biéu toan trudng.

- Phy tréch cong téc thuc hién nén nép, gid gidc trong vién chic, nhan
vién trong nha trudng; Phan cong day thay, day bu.

- Phu tréch cong tac phd cdp GDTH- chéng mu chit, phu trach cong tic
hoc tap cong ddng. Xay dyung ké hoach va t6 chirc thue hién viéc nang cao chét
lugng doi ngil. Ké hoach bdi dudng thuong xuyén, ké hoach bdi dudng hoc sinh
mii nhon, phu dao hoc sinh ¢6 nguy co khéng hoan thanh mén hoc;

- Xét 1én 16p cho hoc sinh céc 16p 1,2,3.

- Phu trach cdng tic phong chéy chita chay; y t& hoc duong; chit thap do;

- Chi dao quan 1i hoc sinh khuyét tat hoc hoda nhép;

- Céng tac kiém dinh chét lugng va duy tri trwong chudn Qudc gia;

- Phu trach céng tac to chic day tw chon v&i cac chuong trinh lién két
giao duc;

- Trién khai cong tac kiém tra ndi bd thude nhiém vy quan 1y.

- Phu trach cong tac chi dao thyc hién day thém, hoc thém theo quy dinh;

- Phé ban thudng truc héi dong thi dua khen thudng, ky luat. X4y dung ké
hoach va chi dao thuc hién céc phong trao thi dua trong ndm hoc dbi véi gido vién va
hoc sinh. Tham muu cho hiéu trudng v& cong tic thi dua khen thudng trong nam hoc.

- Phu trach t chirc cc hoat d6ng phong trao ctia gido vién.

- Thay mit Hiéu truéng diu hanh, giai quyét cac cdéng viée quan li khi
Hiéu trudng di véng;

- Thyc hién nhiém nhiém vu dot xuét khéc do hiéu trudong phan cong.

Chiu trach nhiém trudc Hi€u trudng, Phong giao duc va dao tao, UBND
quén Long Bién nhiing nhiém vu dugc phén cong.

* Cam két trdch nhiém: Chiu trdch nhiém trwde phdp ludt, véi nganh, véi
truong phong gido duc, voi hiéu truong voi phu huynh, hoc sinh vé chat luong
quan ly truong hoc, chat hegng chuyén moén ciia khdi dwoe phu trdch, cde nhiém
vu duwoc hiéu trucong phdn cong va theo quy dinh cia diéu 1é truong tiéu hoc
doi véi Phé hiéu truomg.

3. Ba Hoang Thi Quynh Nga: CTCD - Ph¢ hi€éu trwéng

- Thay mét Hiéu trudng didu hanh, giai quyét céc cong viée quan i khi
Hiéu trudng va Pho hidu trudng 1 di ving;
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- Quan ly chi dao phy trach chuyén mén khdi 4, 5 va khéi chuyén. Chiu
trdch nhiém chit luong hoc sinh trong nha trudng. K& hoach bdi dusng hoc sinh
mili nhon, phu dao hoc sinh yéu kém trong nha truong.

- Phy tréach cdng tic chuyén déi s6; Website nha truong; xdy dung mo hinh
truong hoc dién tir;

- Phu tréch chi dao thuc hién chuong trinh gido duc phd théng 2018;

- Quan ly chi dao cong tac Ban tra, cong tac thu vién — sach thiét bi;.

- Phu trach tham muu t6 chirc cac hoat dong phong trao ctia hoc sinh.

- Phuy trach céc hoat dong ciia Poan, doi thiéu nién tién phong HCM, hoat
dong phong trao cia nha truong (VN, TDTT...). Phu trach td chuc cac ngay 1é
trong nam.

- Phu trach cong tac xy dung trudng hoc xanh - sach - dep, xdy dung
truong hoc an toan, phong tranh tai nan thuong tich;

- Pé xuét tham muu v6i Hiéu truéng nhitng ndi dung chuyén mon va
thuc hién kiém tra, theo doi viée thuc hién chuyén mén khéi 4; 5.

- Tong hop, soan thdo cac vin ban, bidu mAu bo cdo theo nhiém vu duoc
phén cong.

- Thuc hién nhiém nhiém vu khac do hiéu trudng phén cong.

* Cam két trdch nhiém. Chiu trach nhiém trudc phdp ludt, voi nganh, voi
trudng phong gido duc, véi hiéu trudng véi phu huynh, hoc sinh vé chat lwong
quan Iy truong hoc, chdt lwong chuyén moén cia khdi dwoc phu trach, cdc nhiém
vu dwoc hi¢u truong phan céng va theo quy dinh cua diéu 1¢ truong tiéu hoc
déi véi Phé hiéu trudng.

IL. NHIEM VU CUA GIAO VIEN

1. Nhiém vu ciia gido vién trye tiép giang day:

- Thue hién t6t quy ché chuyén mén, ¢6 dt cac loai hd so theo quy dinh;

- Giang day, gido duc dam bao chit luong theo chuong trinh gido duc, ké
hoach day hoc; soan bai, 1én 16p, kiém tra, danh gi, xép loai hoc sinh; quén li
hoc sinh trong céc hoat dong gido duc do nha trrdng td chire; tham gia cac hoat
dong chuyén mon; chiu trach nhiém vé chit lugng, hi¢u qua giang day va gido
duc. C6 trach nhiém hoan thanh c4c chi tiéu vin hoa bd mén duge giao ddu nim
hoc. Tham gia ddy di céc cude hop t6 chuyén mdn, sinh hoat chuyén dé duoc
phan cong.

- Trau ddi dao dirc, néu cao tinh than trach nhiém, gitt gin phém chét,
danh duy, uy tin clia nha gido; guong mau truée hoc sinh, thuong yéu, déi xu
cong bing va tén trong nhén cach cta hoc sinh; bao vé cic quyén va loi ich
chinh dang cta hoc sinh; doan két, giup do d(‘"mg nghiép.

o e SN % IO
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- Hoc tap, ren luyén dé nang cao stc khoe, trinh do chinh tri, chuyén
mdn, nghiép vu, d6i méi phuong phap giang day.

- Thyuc hién nghia vu c6ng dén, cac quy dinh clia phap ludt va cia nganh,
cac quyét dinh clia Higu truong; nhan nhiém vu do Higu truéng phan cong, chiu
sur kiém tra, danh gia cia Hiéu trudng va cac cép quan 11 gido duc.

2. Nhiém vu ciia giao vién chi nhiém:

- Quan tAm tim hiéu hoan canh timg hoc sinh; ghi chép day du trong S6
chu nhiém.

- Chju trach nhiém vé né nép, chit lugng toan dién cua hoc sinh 16p minh
phu trach.

- Phdi hop chit ché véi cac gido vién by mon, TPT trong viée theo doi
gido duc hoc sinh 16p minh.

- C6 mbi lién hé thudng xuyén véi cha me hoc sinh dé gido duc céc em.

- Thue hién tt cong tac duy tri si s6, PCGD.

- Sir dung, bao quan tai san duge giao ¢6 hidu qua tdt nhat.

- Tich cuc tham gia cic phong trao ctia nha truong va cdc doan thé phat dong.

- Tich cyc ing dung c6ng nghé thong tin vao giang day.

- Chu dong tham muu véi BGH nhdm néng cao chét lugng giang day
quan ly gido duc hoc sinh.

- H@‘ing thang ty danh gia xép loai chét lugng cong viée dugce giao.

- Thue hién gidng day ding CT dam béo chét lugng gio day cac 16p.

- Phéi hgp véi GV b mon don dbc nhéc nho hoc sinh hoc tap rén luyén.

- Péanh gi4 xép loai hoc sinh cong bang khach quan ding quy dinh.

- Cudi mbi hoc ky tu dénh gid xép loai két qua cong viée dugce giao.

* Cam két trdch nhiém: Chiu trdch nhiém truwde phdp ludt, véi nganh, voi
hiéu truong va phu huynh, hoc sinh vé chit lwong chuyén mon, két qua hoc tdp,
rén luyén dao dirc, an toan sicc khoe ciia hoc sinh khi hoc sinh hoc tdp tai
truong.

3. Nhiém vu ciia cac gidao vién by mon

- Hang ngay diém danh s s6 hoc sinh céc 1ép 1én phong hoc.

- Thuc hién giang day ding CT, dam bao chat lugng gior day clia cac 16p.

- B4o quan st dung cac trang thiét bi phong by mon cn than hidu qua.

- Theo d&i sat sao chit lugng hoc tap clia hoc sinh timg 16p.

- Phéi hop v6i GVCN don déc nhic nhd hoc sinh hoc tap rén luyén.

- Panh gia xép loai hoc sinh cong bang khach quan ding quy dinh.

- Ghi chép diy du cap nhat s6 nhat ky phong hoc.

- Cubi mdi hoe k¥ tu danh gia xép loai két qua cong vide duge giao.

- Phén cong cu thé phu trach bdi dudng miii nhon TDTT, céc cudc thi:
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+ B/c Lé Thu phu trach hoc sinh cac cudc thi Tiéng Anh;

+ B/c Thu Van phu trach HS céc cudc thi TDTT mén Pién kinh; Céu
L.ong; Aerobic; Bong ban

+ P/c Hoang Diing phu trach hoc sinh cic cude thi Bong da, Boi, co
vua...

+ D/c Tra Giang phu trach céc cudc thi thuge linh vuc Am nhac.

+ P/c B3 Xuén phy trach cac cude thi thudc linh vie mon Tin hoe

+ D/c Phuong Anh phu trach huéng din HS tham gia céc cude thi
v€ tranh.

* Cam két trdach nhiém: Chiu trdch nhiém truéc phdp ludt, vGi nganh, voi
hiéu truong va phu huynh, hoc sinh vé chat lwong chuyén mon, két qua hoc tdp,
rén luyén dao ditc, an toan sirc khde cia hoc sinh khi hoc sinh hoc tdp tai
truong.

4. Trach nhiém cia gido vién - Toéng phu trich:

- Xay dung k& hoach hoat dong doan ddi, phong trao thanh thiéu nhi
trong nha truong.

- Chiu tréch nhiém v& nén nép ciia truong 16p, nhéc nhé dén doc hoc sinh
giit vé sinh 16p hoc san trudng, cham séc bdo vé cong trinh mang non.

- Hudng ung céc hoat dong thi dua do doan doi céc cip phat dong, trién
khai kip thoi c6 hiéu qua cao. Chu dong tham muu véi BGH vé ndi dung,
phuong phap tién hanh thuc hién sao cho vira hiéu qua vira tiét kiém.

- Phéi hop véi'y t& t6 chirc cac dot tuyén truyén vé an toan giao thong, tai
nan thuong tich, phong chéng rac thai nhua, cic ngay truyén thdng, phong
chdng bénh dich, theo ddi thuc hién.

- Xay dung quy ché sinh hoat dudi co hang tudn. Béo cdo céc ké hoach
thuc hién cho d/c 1anh dao phu trach.

- Xay dung tiéu chi thi dua cia Poan Dgi. So két tdng két thi dua theo
tuén, dot, nim cong bing, khach quan.

- Hd so sb sach ghi chép cép nhét day di. Theo doi kiém tra chi dao cac
chi doi hoat dong ghi chép s6 sach cap nhat.

- Phéi hop quan Iy céc cdu lac bd vin thé mi.

- Vit tin bai v& cong tac doi va phong trao thanh thiéu nhi.

- Ung dung cdng nghé thong tin vao quan ly.

- Sinh hoat hanh chinh doan thé véi to chuyén.

- Kidm tra, ddm bao nén nép hoc sinh hang ngay.

- Ngdy 25 hang thang béo cdo hoat dong doan doi voi Hiéu truong va xay
dung k& hoach hoat dong ctia thang tiép theo.
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* Cam két trdach nhiém: Chiu trdch nhiém véi trucéng phong gido duc, vOi
Qudn dodn, voi hiéu truomg va phu huynh, hoc sinh vé chdt lwong hoat dong
doi, cdc nhiém vu dwoc hi¢u trudng phdn cong va theo quy dinh cia diéu I
truong tiéu hoc déi véi t6ng phu trach.

1. TO TRUONG CHUYEN MON, TO PHO CHUYEN MON,
KHOI TRUONG CHU NHIEM

1. T6 trwéng chuyén mén: _

- Xay dung ké hoach hoat dong chung cua t6 (khdi) theo tudn, thang, hoc
ky, nam hoc. Lén chuong trinh, t& chitc sinh hoat chuyén mén theo quy dinh,
ghi chép ddy du, cin than sb sach CM cta khdi minh phu trach.

- Chiu trach nhiém v& hoat dong chuyén mén ciia khéi.

- C6 ké hoach kiém tra chéo céc hoat déng CM trong khéi. don dbe chi
dao c4c thanh vién hoc tdp CM, dur gid thiam 16p ddng nghigp, thuc hién nghiém
tic quy ché

- Chii dong chi dao déng vién céc thanh vién trong o tham gia tich cuc
céc phong trao thi dua cta nha truong va cp trén td chirc ding huéng dén hiéu
qua cao.

- Chu dong xay dung ké hoach mg dung cong nghé théng tin vao gidng
day cta khéi minh.

- Tham muu d& xuét nhitng giai phap nhdm hoan thanh t6t nhigm vu.

- Héng thang tu danh gia xép loai chét lugng cong viée duoc giao

- T& chirc binh xét kiém tra dénh gi4 thi dua céc thanh vién trong to
(khéi) cong biang khach quan dung thuc chit.

* Cam két trdch nhiém: Chiu trdch nhiém trudc phap ludt, véi hiéu
trucng vé chat lwong chuyén mén cia t6, cdc hoat ddng chuyén mén cia cdc
thanh vién trong 16, chat lwong gido duc hoc sinh.

2. Céc t6 ph6 chuyén mén:

- Tryc tiép gitip viée cho t6 trudng nhitng céng viée duoc phan cong.

- Theo d&i d4nh gi4 thi dua trong t6.

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

3. Cac nhém trwéng:

- Chiu su phén cdng cua td trudng, to phé chuyén mon.

- Phu trach toan bo viée thuc hién quy ché chuyén mén va chét luong cac
mon cua gido vién thugc nhom minh phy trach.

- Phu trach viéc x4y dung chi tiéu ké hoach, chi tiéu mén hoc va t& chirc
thuc hién. Phu trach céng tac bdi dudng hoc sinh ¢6 ning khiéu, gido vién gioi,
phu dao hoc sinh yéu kém mén, thi gido vién gidi clp truong.

4. Céc khdi trwomg chit nhigm:
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- Phy tréch danh gia thi dua céc 16p cia khdi; trién khai toan bd nhiém vu
vé cong tac chi nhidm. Phan 4nh cho Ban gi4m hiéu nhing kho khin vuéng
méc vé cong tac chll nhiém & khdi minh phu trach.

- Phéi hop véi Ban thiéu nhi: kiém tra né nép céc 16p; hd so chii nhiém,
lién lac dién tr va cac cong viéc duoc giao.

- Pé xuat va chi dao cdc chuyén d& vé cong tac chii nhigm.

5. Khoi hanh chinh: ;

a. Ké toan: Nguyén Thi Nguyét

- Xay dung va thyc hién Quy ché chi tiéu néi bo.

- Tham muu gitp hidu truéng t6 chire diéu hanh hoat dong tai chinh, tai
san diing nguyén tic va dat hiéu qué ot nhat;

- Thiét 1ap va cap nhat hd so sb sach lién quan dén cong téc ké toan, bao
quan va luu trit cac chimg t, sd sach ké toan ding quy dinh.

- Lap béo céo tai chinh.

- Kiém ke tai sén, tu kiém tra tai chinh, cong khai tai chinh.

- Thuyc hién ché do tién luong, phu cip, ché d6 chinh sach cho CBGV-NV
theo ding quy dinh. Chiu trach nhiém huéng din CBGV,NV hoan thién céc thi
tuc, hd so vé ché do chinh sach.

+ Chuyén luong hang thang cho CBGV-NV tir ngay 10 =>ngay 15 hang thang,

+ Thanh toan mé hinh 2 budi/ngdy, Tiéng Anh lién két, nhan vién hop
ddng tir ngay 28 => ngdy 30 hang thang,

+ Thanh toan tién ban tra, lwong gido vién hop ddng tr ngdy 1=>ngdy 5
hang thang.

+ Thanh toén tién S lién lac dién tir, nudce uéng cudi HKI va cudi ndm hoc.

- Ngay 25 hang thang bao cdo hoat dong thu - chi véi hidu trudng.

- Chiu trach nhiém trudc hidu trudng va phép luét v& nguyén téc tai chinh
va tai san.

* Cam két trdch nhiém: Chiu trach nhiém trudc phdp ludt, véi nganh, phong
tii chinh — ké hoach va hiéu trudng nha truong vé cong tdc tai chinh ké todn.

b. Cong tac Viin thu: Nguyén Thi Thu Hrong

- Tiép nhén, dang ky, chuyén giao vin ban di, dén, luu trit cong van, tai
lidu, hd so. M& mang cap nhat cong van it nhit 2 1an/budi.

- Kiém tra thé thic vin ban, dong déu vin ban.

- Phu trach cong tac quan i hd so trong nha trudng theo Hd so cong viée;
cdng khai hoat dong GD theo quy dinh.

- Quan ly hd so HS.

- Thyc hién béo céo théng ké vé cong téc vin thu. Chiu trich nhiém vé do
chinh xéc c4c ndi dung, hd so béo céo va thdi gian quy dinh.
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- Phu trach cong tac van phong. Giao nhin cong vén di dén. Luu trit ho
s0, vin ban theo ding quy dinh cta luat luu trlt. Pho to tai lidu g dén dia chi
thue hién theo yéu cau cia BGH.

- Soan thao vin ban theo chirc ning nhigm vy duge giao. Panh may van
ban chung cua nha trudng.

- Phéi hop v6i dia phuong phu trach cong tac phd cap gido duc, ghi chép
s& phd céap, sb diang bd cap nht, st dung phan mém quan ly hoc sinh (cong tac
phd cap gido duc), hoc sinh chuyén di, chuyén dén.

- Quan ly, luu gitr hd so cong chirc theo ding luat dinh.

- Giit con déu ctia nha trudng, chi duge déng du khi co day du chir ki
ctia thii truéng don vi va cac vin ban ding thé thac.

- Thyc hién cac viée dot xuét khac theo sy phan cong cua Hiéu trudng khi
can thiét.

* Cam két trach nhiém: Chiu trdch nhiém trudc hiéu trudng vé chat
lwong cong viéc cac nhiém vu duoc phdn cong.

c. Nhan vién thw vién, dd dung: Nguyén Thi Hién

Cong tac thw vién:

- Xay dung ké hoach nim, thang, tudn va té chic cac hoat dong thu vién
c6 hi¢u qua.

- Trung bay, quan ly tai san, sach bao, CSVC.

-Bb sung d4u séach, tb chic cong tac k¥ thudt, phuc vy nguoi doc.

- T6 chirc mang ludi cdng tac vién, gidi thi€u sdch bo dén ban doc.

- C6 d0 hd so, sb séch theo quy dinh.

Cong tac dd dung

- Xay dung ké hoach ndm, thang, tudn va trién khai thuc hién c6 hiu qua.
Tich cuc, chu dong dé xut véi nha trudng vé ké hoach mua sam, str dung va
bao quén d6 dung dé viée stt dung dat hiéu qua nhét.

- Pap tng day du céc yéu cAu cta gido vién va hoc sinh vé tai liéu do
dung day hoc trong pham vi cho phép.

- C6 du ho so, sb sach theo quy dinh.

* Cam két trdch nhiém: Chiu trdch nhiém trudc phdp ludt, véi hiéu
trudmg vé cong tdc quan Iy tién mdt ciia nha truong va cde nhiém vy khdc
dwoc hiéu truong phdn cong.

d. Nhén vién y té kiém Thi quy: Tran Anh Tuyét

Céng ticy té

- Phu trach truc y té ca ngay, so ciru ban dau cho hoc sinh khi ¢6 tai nan
6m dau. Phéi hop v6i cha me hoc sinh dua hoc sinh di bénh vién khi bénh ning.

- Theo dbi, kiém tra trudng hoc an toan, phong chéng tai nan thuong tich.
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- Gido duc strc khoe, vé sinh an toan thuc phém, phong chéng dich bénh. -

- Bao quan thudc va tai san quan ly.

- Thiét 1ap hé théng s sach chuyén nganh theo quy dinh, cip nhét ddy
du.

- Theo d&i, kiém tra vé sinh trudng 16p, VSATTP, luu miu com canh bén
trd, ghi s6 kiém thue 3 bude ding quy dinh.

- Xay dung k& hoach cong tac y t& hoc duong. TS chirc déu din céc dot
tuyén truyén phong tranh dich bénh, an toan thuc phim, phong chéng tai nan
thuong tich, nhiing néi dung lién quan dén y t&. Soan thao cac bai viét tuyén
truyén phong chéng tai nan thuong tich, phong chong dich bénh, vé sinh an toan
thyc phm...

- X4y dung, bao quén, sir dung ti thudc nha tredong ding quy dinh.

- Theo d8i sT sb hang ngay, phéi hop v6i BGH kiém soat sudt dn ban tra,
kiém tra giam sat viéc hoc sinh nghi om.

- Hang tuén cho hoc sinh stic miéng Fluor ding hwéng dan.

- Kiém tra thuong xuyén vé sinh truong 16p, khu vé sinh. Ddc biét quan
tdm dén an toan thuc phim trong bép an bén tra.

- Phéi hop td chirc kham site khoé cho hoc sinh dinh ky. Phéi hop chit
ché voi CMHS theo doi kham thudng xuyén hoc sinh méic bénh.

- Hb so sb sach ghi chép ddy du cap nhat.

- Phéi hop phu trach cong téc chit thap do.

Thi quy: Phu trach cong tac thu tién theo ding quy dinh, quan ly tién
mit, viét phidu thu ding theo nguyén tic. Ghi chép sb sach day du, rd ring,
khoa hoc, khong téy xo0a lem nhem.

- T4t ca c4c s6 liéu thu, chi déu phai c6 chitky ctia ngudi thu, nguoi nhan,

- Chi xuét tién khi ¢6 du chimg tix, chit ky ciia chu tai khoan, ké toén,

- Khéng st dung tién ctia nha trudng vao cdc viée riéng hogc cho vay.

- Hang thang (hodc theo dot) quyét todn cac khoan thu chi. Téng hop
kiém ké qu§ tién mit dinh ky hang thang.

- Tra tidn &n cho don vi cung cip thuc phim, cdc don vi lién két theo
ching tir chi.

- Thuyc hién cac viéc dot xuét khéc theo su phén cong cua Hiéu trudng khi
can thiét.

- Ngay 25 hang thang bao céo hoat dong thu - chi véi hiéu trudng.

- Sinh hoat hanh chinh doan thé v&i t5 Hanh chinh - VP.
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* Cam két trdch nhiém: Chiu trdch nhiém truéc phdp ludt, voi hiéu
trudng vé chat luong phuc vu y té, cong tdc quan ly tién mdt ciia nha truong va
cdc nhiém vu khdc dwoc hiéu truong phdn céng.

e. Nhan vién bao v¢

- Truc bao vé 24/24 giy dam béao an toan tuyét doi vé tai san cua truong,
cua giao vién, hoc sinh, an ninh trit tu trong truong hoc.

- Sau gio hoc, kiém tra dién, dong khoa cua tAt ca céc phong.

- KT dly du tai san, ki nhan hang ngdy, nhin xét cén than khi giao ban;

- Panh tréng dtng hiéu 1énh quy dinh.

- Kiém tra khach ra vao truong dam bao an ninh, an toan.

- Chu ddng d8é xuét céc bién phap dam bao an ninh, trét ty cho hidu trudng.

- Tich cuc thue hién nhiém vu khac khi dugc phan cong.

- Thue hién giao tiép vin minh lich sy véi CBGVNV- PHHS- HS nha
trudng va véi khach dén truong.

- Phéi hop thuc hién mét s6 cdng viée theo sy phén cong cia higu trudng.

- Sinh hoat v6i t& Hanh chinh - VP,

* Cam két trach nhiém: Chiu trdch nhiém véi hiéu trudng va trude phdp
ludt vé cong tdc an ninh trdt ty truong hoc dam bao an toan vé tai san ciia nha

g. Lao cong

- Truc vé sinh sach s& cdc khu vuc trong truong, 16p hoc sén truong, dic
biét 1a nha vé sinh. Thyc hién tiét kiém dién nudc.

- V& sinh sach s& khu hoc sinh dn bén trt trude gio hoc.

- Chu dong dé xuét bién phap & truong hoc sach dep.

- Phéi hop thuc hién mét sb cong viée theo sy phén cdng clia hiéu trudng,

- Sinh hoat véi t6 Hanh chinh — VP,

* Cam két trach nhiém: Chiu trdch nhiém véi hiéu truong vé cong tdc vé
sinh cdc khu vuc trong truong hoc.

6. Cong tac XD trwong hoc dién ti - Ung dung CNTT

- B/c B4 Trong Xuén chiu trach nhiém vé viée quéan ly, tap hudn huéng
dn cho GVNV thuc hién vén hanh cdc PM theo vi trf cong viée.

+ Phu trdch phin mém HanoiEdu: D/c DS Thi Thanh Nhan

+ Phu trach trang Web - cong thong tin dién tir: D/c Nguyén Thi Hing
chju trach nhiém quan ly, dua bai, dang tin, kip thoi sau khi Hi¢u trudng duyét,
bao méat trang Web cua nha truong..

+ Phu trach cdc phin mém: quan ly nhan su, phén mém dir liéu: P/c
Nguyén Thi Thu Huong.

+ Phu trdach cdc phin mém Enetviet: D/c D5 Trong Xuén
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+ Phy trdch cdc phian mém ké todn, Quan Ii tii san: D/c Nguyén Thi Nguyét.

+ Phy trdch cdc phin mém quén Iy thuw vién: B/c Nguyén Thi Hién

7. Thw ky Hpi dong gido duc — D/c Lé Thi Yén

- Ghi chép s6 nghi quyét hoi gi4o duc trung thuc ding tinh thin néi dung
cac cudc hop. -

- Ghi ddy du cac ¥ kién phat biéu clia cac thanh vién dy hop, ndi dung két
luan cua cha toa. '

- S6 nghj quyét dé tai truong, khong mang vé nha.

* Cam két trdch nhiém: Chiu trdch nhiém trudc phdp ludt, véi nganh, voi
trudng phong gido duc, voi hidu tréng vé ghi chép nghi quyét Hpi dong gido
duc cia nha truong

8. Thuw ky Hpi dong trwong; Nghi quyét Chi bp — Brc Lwong Thi Ngoc
Anh

- Ghi chép s6 nghi quyét hoi dong trudng, Nghi quyét Chi bd trung thuc
dting tinh than nodi dung céc cude hop.

- Ghi day du céc y kién phét biéu ctia cac thanh vién du hop, ndi dung két
luan cua chi toa.

- S6 nghi quyét dé tai truong, khong mang vé nha.

- Viét tin bai céc Hdi nghi,... cia trudng.

* Cam két trach nhiém: Chiu trdch nhiém trude phdp ludt, véi ngonh, véi
trieéng phong gido duc, véi hidu trucng vé ghi chép ho so sé sdch nghi quyé’t
cua nha truong;

IV. BANG PHAN CONG CHI TIET

(Co bang phu luc kem theo)




BANG PHAN CONG CHI TIET
(Ban hanh kém theo QP PCNV-THTA s6: 0. /OP-THTA ngay 0 5. thang 01 nim 2024)
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Ho va tén

Nim
sinh

He
DT

Nam
vao
nganh

Nhiém vu
dwgc phin cong

Sb tiét/ tudn

Chinh
khoa

Tiét
cdng
thém

Sé
tiét
giam
tri

Toéng
sO tiét

Ghi
cha

(1)

3

4

)

(©)

7)

®)

@)

(10)
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BGH

Nguyén Thi Thiy Van

1968

DHSP

1990

Hiéu trurdng; Phu trach chung cac mit
hoat d6ng; Truc tiép phu trach cong
tac tai chinh; Phin céng nhiém vu
CBGV, NV; Chi dao cac hoat dong
doan thé, phong trao thi dua;
Cong tac ban trd, v€ sinh ATTP;
Xay dung x& hoi hoc tép
(Sinh hoat ciing t gi4o vién chuyén)

D4 Thi Thanh Nhan

1978

DHSP
TSQL

2007

Pho hiéu trudong: Phu trach cong tic
thuc hién nén nép, gid gide
CBGVNV; Céng tac phd cip GDTH;
Quan Iy chi dao CM khéi 1,2,3; Y té
hoc dudng, chit thap dé; Kiém tra ndi
bd; Kiém dinh chét luong;

Phu trach hoat dong Doan, Ddi;
(Sinh hoat cling t6 chuyén mén sb 2)

Hoang Thi Quynh Nga

1992

DHSP

2014

Phé hiéu trudng-Chu tich cdng doan:
Phu trach chuyén moén khéi 4,5 va
khbi chuyén; Xay dung md hinh
truomg hoc dién tir; Chi dao céc hoat
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ddng doan thé, phong trio thi dua;
Phu trach trudong hoc
An ninh An toan;
(Sinh hoat cung td chuyén mén s6 5)

L& Thi Huong

1986

DHSP

2010

GVCN lop 1A1
Kiém nhiém: TTCM K1

21

24

PHT1
day 1
tiét

Ta Thi HE’Sng Nhung

1991

DHSP

2014

GVCN I6p 1A2
Kiém nhiém: T4 trudng td phong trao
viét v& tAm guong Ngudi tot-vide tht

21

24

PHT1
day 1
tiét

Lé Thi Yén

1990

DHSP

2016

GVCN 16p 1A3;
Kiém nhiém: Thu ki Hai ddng
Giso duc

21

23

L& Thi Thu Hong

1988

bHSP

2016

GVCN lop 1A4;
Kiém nhiém: TB TTND

21

23

Nguyén Thi Phuong Anh

1995

DHSP

2020

GVCN lop 1A5;
Kiém nhiém: Thanh vién T4 L& tan

21

23

Nguyén Thi Hién

1987

bPH

2013

CBTV kiém TBDD
Kiém nhiém: Phé CTCD, thanh vién
td thu vién — @6 ding

15

18

10

11

12

13

Nguyén Phuong Thity

1996

DHSP

2020

GVCN 2A1;
Kiém nhiém: TTCM,;
T trudomg CNTT

21

24

PHOT2
day 1
tiet

Nguyén Thi Thanh Tra

1996

DHSP

2020

GVCN l6p 2A2
Kiém nhiém: Thanh vién
T4 tuyén truyén

21

23

Bui Thi Loan

1990

DHSP

2020

GVCN 16p 2A3
Kiém nhiém: Thanh vién phu trach
phong trao Viét v& tim guong NT-VT

2]

23

Nguyén Van Anh

1994

DHSP

2020

GVCN lép 2A4
Kiém nhiém: T4 trudng t6 1& tin

21

23




14 Nguyén Thi Thuy Linh | 1997 | TSSP | 2021 GVCN 16p 2A5 71 23
GVCN 16p 3A1;
15 Nguyén Thi Xuin 1969 | PHSP | 1991 Kiém nhiém: Thanh vién phu trach 19 21 Ela\?
phong trao Viét vé& tAim gwong NT-VT 3
Neguy&n Khanh H¢ 1973 | DHSP | 2010 2
0 s iy Kiém nhiém: TTCM K3 % AN
17 Trinh Thu Thao 1991 | DHSP | 2020 Kiém nhiém: Thanh vién 19 21 | AN 1
Tb tuyén truyén D
= GVCN 16p 3A4; Day
18 Nguyén Thi Thanh Chung | 1995 | CDSP | 2020 Kiém nhiém: Thanh vién 19 20 AN;
td Thu vién — D3 ding TD
% GVCN 16p 3A5
Nguy2n Thi Bich N 1995 | DHSP | 2020 ,
b S (Con nhé dén thang 12/2023) > =
: 3 Day
GVCN 16p 3A6; g
Neb Viét Anh 1992 | DHSP | 2020 ; : :
a8 S Kiém nhigm: Té phé Té CNTT 32 20| AN
TD
< GV du trit
Nguyén Thi Minh Nga | 1993 | DHSP | 2016 :
=k g e (Nghi thai sén thang 11/2023)
; T
R o GVCN Iép 4Al
.3, Trinh Hong Cam 1972 | BHSP | 1991 Kiém nhiém: TTCM khéi 4 21 24 d@X\
1t1ét
1GVCN 16p 4A2;
23 , Luong Thi Ngoc Anh | 1996 | CDSP | 2018 Kiém nhiém: Thu ki Chi bé; 71 23
To4 Thu ki H6i déng truomg
GVCN 16p 4A3
* Kiém nhiém: Thanh vién Té CNTT,
2 Nguyén Thi Thu Trang | 1999 | DHSP | 2022 | o e sy 21 23

chup va luu gift anh, video,
cung cp khi cin




day 2

25 Nguyén Thi Hai 1992 | BHSP | 2014 GVCN l6p 4A4 3 21 | tiét tai
5A5
GVCN 16p 4A5
26 Nguyén Thi Hai Van 1998 | BHSP | 2019 Kiém nhiém: BTCPD; 21 23
: Thanh vién t6 CNTT
GVCN 16p 4A6
7 Nguyén Thi Hong Trang | 1998 | DHSP | 2020 Kiém nhiém: Ph6 BTCD; 27 23
Théanh vién t6 tuyén truyén
GVCN Iép 5A1;
28 Nguyén Ngoc Huyén 1997 | BHSP | 2018 | Kiém nhi€ém: Thanh vién PTPT viét i 23
vé& tAm guong NTVT K5, GV chuyén
GVCN 16p 5A2; PHT2
L& Thi Ph Th 1990 | BHSP | 2016 :
Z i S o Kiém nhiém: TTCM khéi 5 21 24 | dayl
tiet
Day 2
30 Vii Thu Nga 1999 | PHSP | 2020 GVCN I6p 5A3 21 o8| tiét
TD
| Nguyén Héng Nhung 1994 | DHSP | 2016 GVCN lép 5A4 21 93
3p | T65 Tran Thi Thém 1999 | DHSP | 2023 GVCN 16p 5A5 21 23
Day Tiéng Anh (1A4, 1AS, 2A1,
: 2A2,3A1;3A2; 4A1,
33 L& Thi Thu 1983 | PH | 2012 4A2; 5A1; 5A2) 20 53
Kiém nhiém: TTCM t6 chuyén
Thanh vién tb tuyén truyén
Day Tiéng Anh céc 16p 3A3; 3A4;
34 Nguyén Thi Ngoc Khué | 1993 | PH | 2020 3A5; 3A6; 5A4; 5AS5; 20 900

Kiém nhiém: TALK LLV




Day AN theo TKB

5 Hanh chinh,

35 Luong Thi Tra Giang 1989 | DHSP | 2012 Kiém nhiém: Phu tréch PTVN i3 0 01 23
: Day TD cac 16p: 1A1, 1A2, 1A3,
36 Nguyén Thi Thu Van | 1988 | DHSP | 2012 | 1A4,1A5, 2A1, 2A2, 2A3,2A4,2A5, | 24 0 0 24
5A1, 5A2
; Ths ol
T GV i Day TD cac lop: 3A1, 3A2, 3A3
37 | chuyén L& Hoang Diing 1997 il % 12023 | (itiet) 3A5,4A1,4A2,4A3,4A4, | 23 | o0 | o | 23
hzz 4AS5, 4A6, 5A4, 5AS.
Day MT cac 16p: 1A1, 1A2, 1A3,
; 2A4,2A5,3A1,3A2, 3A3,
38 Duong Thi Phuong Anh | 1993 | DHSP | 2014 3A43A53A6, 4A1, 442, 4A3, 4Ad, 29 01 0 23 i
4A5,4A6, 5A1, 5A2, 5A3, 5A4, SAS. %ﬂ\
Day Tin hoc cac 16p: 3A1, 3A2, 3A3, e
s : 3A4, 3A5,3A6, 4A1, 4A2, 4A3, 4A4, )
o e o 189 | BHSEY 2012 | s ne, sAL 52, 5A3,5A405a5 | 22 | 1 | O | 23 4/
Kiém nhiém: Thanh vién CNTT =
T Phu trdch Pdi va Phong trao thiéu
nhi; Day MT céc 16p 1A4, 1AS,
Sl nls PAL PAROAT.
40 Nguyén Thi Hang 1988 | BHSP | 2012 Kiém nhiém: T6 truong tb tuyén 5 3 0 8
truyén; (Sinh hoat cling gido vién
t6 chuyén)
Day Tiéng Anh cac 16p 5A3, 4A3,
41 Nguyén Thi Thiy 1994 | DHSP | 2023 |  4A4,4A5,4A6,2A3, 2A4, 2A5 18 3 0 21
Kiém nhiém: TALK BM
42 Tran Anh Tuyét 1983 | CP | 2012 PT cong tac YTHD kiém TQ
PT cOng tac tai chinh, tai san
43 Nguyén Thi Nguyét 1990 | PH | 2021 Kiém nhiém: T truéng




S

45

46

T
hanh
chinh

Hoang Thi Thay Linh

1977

THET

2014

Pam bao an ninh theo ca truc;
Kiém nhiém: Quét don khu vuc nha
A; Thanh vién t6 L tin

Nguyén Minh Phuong

1972

THPT

2014

Pam bao an ninh theo ca truc;
Kiém nhiém: Quét don khu vuc sén
trudomg theo ca truc; Nhom trudng .
nh6m BV, phu trach dudng dién sinh
hoat

Nguyén Manh Hung

1959

THPT

2021

Pam bao an ninh theo ca truc;
Kiém nhiém: Quét don khu vuc sén

trudng theo ca truc;

47

Truong Phuc Tén

1983

bist il

2023

Pam bao an ninh theo ca truc;
Kiém nhiém: Quét don khu vuc
sén trudng theo ca truc;
Phu trach dudng nudce sinh hoat




