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

TRUONG TIEU HOC LONG BIEN Déc Iap - Ty do - Hanh phiic
S6: A4 /QD-THLB Long Bién, ngay 02 thang ofndm 2024
QUYET PINH

V& viéc phan cong nhiém vu cho can bj, gido vién, nhan vién
Hoc ki I, nam hoc 2023-2024

HIEU TRUONG TRUONG TIEU HQC LONG BIEN

Can cik Ludt Gido duc s6 43/201 9/QH14 ngay 14/6/2019;

Can cir Ludt vién chitc s6 58/2010/QHI2 ngay 15/11/2010 quy dinh vé
vién chite, quyén nghia vu cia vién chirc; tuyén dung, sir dung va quan ly vién
chitc trong don vi si nghiép céng lap;

Cdan cit Thong tu 28/2020/TT-BGDDT ngay 04/9/2020 ciia B6 GD&PT
ban hanh Piéu Ié truong T iéu hoc;,

Can cir Théng tw s6 32/2018-BGDPT ngay 26/12/2018 cua B6 GDPT
ban hanh Chuong trinh GDPT 2018;

Can cit vao Vin ban hop nhat s6 03/VBHN-BGDPT ngay 23/6/2017 ciia
B6 GD&DT ban hanh quy dinh vé ché dg lam viée doi véi gido vién phé thong;

Cdn cir Thong tw sé 08/2016/TT-BGDDT ngay 28/3/2016 cua By trudng
B GD&DT ban hanh vé quy dinh giam dinh mic gio day cho gido vién, giang
vién lam cong tdc cong doan khéng chuyén trdch tai cdc co sé gido duc cong
lap thudc hé thé’ng gido duc quo"c dan;

Cdn cir Thong twr s6 20/2023/TT-BGDDT ngay 30/10/2023 cia Bg trudng
Bo GD&DPT huong ddn vé vi tri viéc lam, co cdu vién chire theo chive danh nghé‘
nghiép va dinh mitc s6 lwong nguoi lam viée trong cdc co 56 gido duc phé thong
va cdc truong chuyén biét cong ldp;

Cén cie Quyét dinh 245 0/0D-UBND ngay 29/06/2018 cia UBND qudn
Long Bién ban hanh Quy ché cung cdp thong tin cho cong dan ciia Uy ban nhdin
dan quan Long Bién;,

Cdn cir vao tinh hinh thuc té dgi ngit CBOL-GV-NV cua truong Tiéu hoc
Long Bién nam 2023-2024.

QUYET DPINH:

Piéu 1. Phin cong nhiém vu cho can b, gido vién, nhan vién cua trudng

Tiéu hoc Long Bién hoc ki IT nim hoc 2023-2024 (C6 bang phén céng kém theo).
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Piéu 2. Cén b, gido vién, nhan vién trong nha truong can ¢t vao nhiém vu
cu thé dugc phén cong co trach nhiém xay dung ké hoach hoat dong va thuc hién
ké hoach cho pht hop véi diic thu cong viée duoc giao.
Pidu 3. Cac td chuyén mén, t6 vin phong, tb chire doan thé trong trudng va
cac 6ng (ba) c6 tén tai Piéu 1 chju trach nhiém thi hanh quyét dinh nay.
Quyét dinh nay thay thé cac quyét dinh tru6c day va c6 hiéu luc ké tir ngay ki./.

Noi nhin:

- Phong GD&PT quén; dé b/c

- Cén bd, gido vién, nhan vién: dé t/h;
-Luuw: VT ().
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PHAN CONG NHIEM VU CAN BOQ - GIAO VIEN - NHAN VIEN
Hoc ki IT ndm hoe 2023-2024
(Kém theo Quyét dinh 56 A4 /OD-THLB ngay 02/01/2024 ciia Truwong TH Long Bién)

I. BAN GIAM HIEU:

1. Hiéu truéng: P/c Nguyén Thi Hing

- Phu trach chung tét ca cdc hoat ddng cua nha trudng, cac doan thé trong
nha truong.

- Truc tiép phu trach cac mit cong tac:

e C6ng7 tac nhan su, Sép‘ xép phan cong nhiém vu CBGVNV trong trudng;
cong tac tuyén dung dao tao boi dudng doi ngd.

+ Céng tac tuyén sinh va thuyén chuyén hoc sinh.

+ Chi dao cong tac KTNB truong hoc.

+ Cong tac tai chinh, thuc hién cong khai.

+ Trang bj co s& vét chdt ctia nha trudng.

+ Chu tich hoi dong thi dua khen thudng - ki luat ciia trudng.

+ Céng tac tiép dan, giai quyét cac don thu, khiéu nai, dé nghi.

+ Cong tac thong tin tong hop; duyét tin bai ding trén cong thong tin dién tur.

et Kiém tra, gié}m sat viéc nhap thue pham trong bép dn dam bao chét luong,

s0 luong theo yéu cau.

- Hang théng t6 chtrc hop chi bg, hoi dong su pham. Hang tuan t6 chirc hop
giao ban BGH, hop Hoi dong trudong 3 1an/nam, hop lién tich trudng khi can thiét.

- Thuc hién danh gia pho hiéu truong, TTCM hang thang theo quy dinh.

- Phu trach chuyén mén khdi 3. Sinh hoat hanh chinh doan thé véi td 3.

- Dy cac lop boi dudmng vé chinh tri, chuyén mén, nghi€p vu quan li; tham
gia giang day binh quén 2 tiét/tuan.

- Ki céc van ban thudc thdm quyén cua Hidu trurdng,

- Cam két trach nhiém: Chiu trach nhiém trudc phap luat, voi quan, vai
nganh, vdi cha me hoc sinh vé chat lugng quan li trwong hoc, chat lugng gido duc
hoc sinh va cac nhiém vu theo quy dinh cia Biéu [¢ truong Tiéu hoc.

2. Phé hiéu truong: P/c Nguyén Ngoe Ha

Pugc phan cong gitp Hi¢u trudng phu trach va chiu trach nhiém cd nhén

trudce phap ludt, voi quan, voi nganh va Higu trudng nhitng cong viéce sau:

- Xay dung ké hoach hoat dong cu thé clia nam hoc, thang, tudn; theo dai
viéc thuc hién ké hoach; cap nhat ho so s6 sach day du. Tich cuc tham muu dé
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xuét nhitng céng viéc nhim nang cao chat luong day va hoc cling nhu cdc phong
trao thi dua cua nha truong. Hang thang trién khai trude hoi dong su pham
phuong hudng cdng tac trong thang tiép theo.

- Phu trach chuyén mon khéi 4, 5; nhém gido vién phu trach cac mon hoc
Gido duc thé chat, Tin hoc, MI thuét va to nhan vién. Chiu trach nhiém vé quan li
chat luong chuyén mon cuia giao vién, hoc sinh.

- Phu trach cong téac thi gido vién gioi, hoc sinh c6 nang khiéu, Tiéng Anh,
Tin hoc, Gido duc thé chat va cac mon Nghé thuat,...cua céc khoi 4,5.

- Phu trach cong téc kiém dinh chét luong gido duc.

- Phu trach co s& vat chat; theo doi cong téc thiét bj d6 dung.

- Phu trach theo doi quéan 1y, trang thiét bi, co sé vat chat ctia nha truong.

- Phu trach cbng tac hoc sinh; phong trao “Hanh dong vi nha truong xanh —
sach — dep — vin minh — hanh phtc”; cong tac xdy dung truong hoc than thién
hoc sinh tich cuc; cong tac xdy dung truong hoc an toan — phong chong tai nan
thuong tich.

- Phu trach cong tac khuyén hoc; hoat déng chit thap do, y té hoc duong, vé
sinh méi trudong, vé sinh an toan thuc pham, phong chong dich bénh.

- Phu trach c6ng téc to chirc ban tri, theo d&i né nép cac 16p ban tr, kiém tra
vé sinh an toan thuc pham céng tac ban tra; kiém tra, giam sat viéc nhédp thuc
pham trong bép an dam bao chat lugng, so lugng theo yéu cau.

- Hang thang so két trudc hoi dong két qua dat duge va phuong huéng cong
tac thang toi.

- Thyc hién dénh gia gido vién chii nhiém khdi minh phu trich hang thang
theo quy dinh.

- Viét tin bai vé cong tic chuyén mon va cac ndi dung phu trach.

- Du céc 1op bdi dudng vé chinh tri, chuyén mon, nghi¢p vu quan li; tham
gia giang day binh quan 4 tiét/tuan.

- Sinh hoat hanh chinh doan thé véi t6 5.

- Phéi hop thuc hién céc hoat dong khac trong nha truong; thuc hién céc
nhiém vu khac do Hiéu trudng phan cong.

- Ki thay Hiéu truong cac van ban thugc linh vuc chuyén mén phu trach va
theo phan cong nhiém vu.

3. Pho hiéu truwéng: P/c Nguyén Thanh Thiiy

Pugc phin coéng giup Hiéu trudng phu trach va chiu trach nhiém cé nhan

trude phap luét, voi quan, véi nganh va Hiéu truong nhiing cong viée sau:
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- Xay dung ké hoach hoat déng cu thé ctia nim hoc, thang, tudn; theo doi
viéc thuc hién ké hoach; cdp nhét ho so so6 sach day du. Tich cuc tham muu dé
xuat nhimg cong viéc nham nang cao chat lugng day va hoc cling nhu cac phong
trao thi dua clia nha truong. Hang thang so két trudce hoi dong su pham két qua
dat duoc trong thang.

- Phu trach chuyén mén khéi 1, 2; nhém gido vién phu trach cdc mén Tiéng
Anh, Am nhac. Chiu trach nhiém vé quan li chat luong chuyén mén cua gido
vién, hoc sinh.

- Phu trach cong tac Poan - Doi - Cong doan; cac hoat dong van hoa, vén
nghé thé duc, thé thao.

- Phu trach cong tdc CNTT cua nha truong.

- Phu trach theo doi hoat dong thu vién.

- Phu trach cdng téc phd cép gido duc, diéu tra theo ddi ghi chép so sach phd
cap, so dang bo.

- Phu trach phong trao gitt v& sach, viét chir dep clia hoc sinh toan truong,

- Kiém tra, giam sat viéc nhap thyc pham trong bép dn dam bao chit luong,
s0 lugng theo yéu cau.

- Thuc hién dénh gia gido vién cht nhiém khdi minh phu trach hang thang
theo quy dinh.

- Viét tin bai vé cong tac chuyén mén va cac ndi dung phu trach.

- Du cac lop boi dudng vé chinh tri, chuyén mon, nghiép vu quan li; tham
gia giang day binh quén 4 tiét/tuan.

- Sinh hoat hanh chinh doan thé véi t6 1.

- Phoi hop thuc hién cac hoat dong khac trong nha trudng; thuc hién cac
nhiém vu khac do Hiéu truéng phan cong.

- Ki thay Hiéu trudng céc van ban thudc linh vuc chuyén mon phu trach va
theo phén cong nhiém vu.

II. NHIEM VU CUA GIAO VIEN:

1. Nhiém vu chung ciia giao vién:

- Thuc hién t6t quy ché chuyén mon, cé du cac loai hd so theo quy dinh;

- Giang day, gido duc dam bao chit lugng theo chuong trinh gido duc, ké
hoach day hoc; soan bai, 1én 16p, kiém tra, danh gid, xép loai hoc sinh; quan Ii hoc
sinh trong cac hoat dong gido duc do nha trudng to chirc; tham gia cac hoat dong
chuyén mén; chiu trach nhiém vé chat luong, hiéu qué giang day va giao duc. Cé
trach nhiém hoan thanh céac chi ti€u van hdéa bd mén dugc giao dau nam hoc.
Tham gia day du cac cudc hop hdi dong su pham, hop to chuyén mon, sinh hoat
chuyén deé va cac cugc hop khac duge phén cong.
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- Trau ddi dao dc, néu cao tinh than trach nhiém, gitr gin pham chét, danh
dy, uy tin ctia nha gido; guong mau trude hoc sinh, thuong yéu, doi xir cong bang
va ton trong nhén cach cuia hoc sinh; bdo vé cac quyén va loi ich chinh dédng cua
hoc sinh; doan két, giip d& dong nghiép.

- Hoc tap, ren luyén dé nang cao stc khae, trinh d¢ chinh tri, chuyén mon,
nghiép vu, doi madi phuong phéap giang day.

- Thuc hién nghia vu cong dan, cac quy dinh cia phép ludt va cua nganh, cac
quyét dinh ctia Hiéu truéng; nhan nhiém vu do Hiéu trudng phan cong, chiu su
kiém tra, danh gia cia Hiéu trudng va cac cap quan li gido duc.

2. Nhiém vu ciia gido vién chii nhiém:

- Chiy trach nhiém vé né nép, chét lugng toan dién cua hoc sinh 16p minh
phu trach; danh gia xép loai hoc sinh céng bang khach quan ding quy dinh.

- Thuc hién t6t cong téc duy tri si s, phd cap gido duc; quan tim tim hiéu
hoan canh timg hoc sinh; lién hé thudng xuyén véi cha me hoc sinh dé gido duc
cac em.

- Phéi hop chat ché véi cac gido vién giang day cdc mon hoc, tong phu tréch
trong viéc theo doi gido duc hoc sinh 16p minh; tich cuc tham gia cac phong trao
nha truong va cac doan thé phat dong.

- Thuc hién giang day dung chuong trinh dam bao chét luong cac gio day;
tich cuc sir dung céng nghé thong tin vao giang day.

- Chut dong tham muu vé6i Ban gidm hiéu céc bién phap nhiam nang cao chét
lugng giang day quan li gido duc hoc sinh.

- Hang thang va cubi mdi hoc ki tu dénh gia xép loai chat lugng cong viée
dugc giao.

3. Nhi€ém vu cia gido vién giang day ciac mon hoc:

- Hang ngay diém danh si sé hoc sinh céc 16p 1én phong hoc.

- Thuc hién giang day dung chuong trinh, dam bao chét lugng gio day.

- Béo quan st dung céc trang thiét bi phong bo mon cén than, hiéu qua.

- Theo di sat sao chét lugng hoc tap cua hoc sinh timg 16p; phdi hop véi
gido vién chti nhiém don doc, nhac nhd hoc sinh hoc tép rén luyén.

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

- Ghi chép diy du cap nhat sb nhat ki phong hoc.

- Cudi mdi hoc ky tu danh gia xép loai két qua cong viée duoc giao.

- Phéan cong cu thé phu trach bdi dudng hoc sinh nang khiéu, cac cude thi:



7/

+ Céc cudc thi Tiéng Anh: B/c Nguyén Thi Bich Phuong, Nguyén Thi Thuy
Nga (khéi 5); D/c Duong Thi Hong Van: Anh (khéi 4) D/c Nguyén Ngoc Anh,
Hoang Thi Ha Trang (khdi 3); B/c Luu Thu Trang (khdi 1,2).

+ Céc cudc thi Am nhac: B/c Pham Céng Minh, d/c Nguyén Van Anh
+ Cac cudc thi Thé duc thé thao: B/c Nguyén Thj Tuyet Chinh phu trach

mén dién kinh, Erobic; D/c Nguyén B4 Sau phu trach cau léng, boi, v&; Dlc
Nguyén Van Chién phu trach béng dd, cd tudng, cd vua, béng ban,...

+ C4c cudc thi vé tranh: B/c P6 Vin Chi, d/c Ngb Thj Phuong,.

+ Céc cudc thi vé CNTT: B/c Nguyén Hoai Nam, Nguyén Thanh Xuén.

3. Nhiém vu ciia giso vién - Tong phu trach: P/c Ngé Thi Hién

- Xay dung ké hoach hoat déng doan ddi, phong trao thanh thiéu nhi trong
nha truong.

- Xay dung quy ché sinh hoat duéi c& hang tudn. Béo céo cac ké hoach thuc
hién cho d/c lanh dao phu trach.

- Huong ng cac hoat dong thi dua do doan doi cac cép phat dong, chu dong
tham muu v&i Ban gidm hi¢u va trién khai kip thoi ¢6 hi¢u qua cao; xay dung tiéu
chi thi dua ctua Doan Doi; so két tong ket thi dua theo tuan, dot, ndm cong bang,
khach quan.

- Chju trach nhiém vé nén nép cua trudng 16p, nhic nhé dén déc hoc sinh
gitr vé sinh 16p hoc san truong, cham soc bao vé cong trinh méng non.

- Phbi hop véi y té t6 chirc céc dot tuyén truyén vé an toan giao thong, phong
chong tai nan thuong tich, phong chéng réc thai nhua, cic ngdy truyén thdng,
phong chong bénh dich, theo doi thuc hién.

- Ho so so séch ghi chép cap nhat ddy du. Theo di kiém tra chi dao céc chi
doi hoat dong ghi chép s6 sach cép nhat.

- Phbi hop quan 1y cac cdu lac bd van - thé - mi,

- Viét tin bai vé cong tac doi va phong trao thanh thiéu nhi.

- Sinh hoat hanh chinh doan thé véi t6 gido vién phy trach mén hoc.

IIIl. CAC TO TRUONG CHUYEN MON, TO PHO CHUYEN MON,
NHOM TRUONG CHUYEN MON, KHOI TRUONG CHU NHIEM:
1. T6 truéng chuyén mén:

- Xay dung ké hoach hoat déng chung cua t6 (khdi) theo tun, thang, hoc ki,
ndm hoc. Lén chuong trinh, t6 chuc sinh hoat chuyén mon theo quy dinh, ghi
chép déy du, can than so sach chuyén mén ctia khéi minh phu trach. Chiju trach
nhiém vé hoat dong chuyén mén cia khdi.
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- C6 ké hoach kiém tra chéo cac hoat dong chuyén mon trong khéi. dén déc
chi dao céc thanh vién hoc tdp chuyén mon, dy gio tham lép dong nghiép, thuc
hién nghiém tuc quy ché

- Chi dao déng vién céc thanh vién trong tb tham gia tich cuc céc phong trdo
thi dua ctia nha trudong va cap trén to6 chic ding hudng dan hi¢u qua cao.

- Chu dong xay dung ké hoach tmg dung cong nghé thong tin vao giang day
cta khoi minh.

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

- Hang théng tu danh gia xép loai chét luong cong viée dugc giao

- T chirc binh xét kiém tra danh gia thi dua céc thanh vién trong td (khoi)
cong bang khach quan ding thuc chat.

2. Céc to ph6 chuyén mon:

- Tryc tip gitp viéc cho t6 trudng nhing cong viée duge phan cong.

- Theo d&i dénh gia thi dua trong 5.

3. Ciac nhém truéng:

- Chiju sy phan c6ng cua to trudng, to phé chuyén mon.

- Phu trach toan bg viéc thuc hién quy ché chuyén mén va chét luong cic
mon cua gido vién thugc nhém minh phu tréach.

- Phu trach viéc xay dung chi tiéu ké hoach, chi tiéu mén hoc va to churc thuc
hién; cong tac boi dudng giao vién gidi, thi gido vién gioi cap truong; bdi dudng
hoc sinh ¢6 niang khiéu, phu dao hoc sinh chua hoan thanh (can c6 gang).

4. Khoi hanh chinh:

Cam két trach nhiém: Chiu trach nhiém trwéc phap ludt, véi quén, voi
nganh, véi hiéu trudng ve chat lugng cong viée cac nhiém vu dugc phén cong.

4.1. K& toan: P/c Nguyén Thi Nga - TT T6 Nhén vién

- Phu trdch cong téc ké toan ngén sach nha nudc cap, ngoai ngan sach

- Chiu trach nhiém gitp hi¢u trudng can dbi tai chinh ctia nha truong, Thuc
hién thu dung nguyén tac, chi diing muc dich, ding nguyén tic tai chinh, quan i
chat ché ho so chiing tur thu chi.

- Sir dung phan mém ké toan thanh thao, ding nguyén tic.

- Quan ly tai chinh tai san theo luat dinh.

- Chju trach nhiém vé nguyén tic tai chinh chimg tlr thu chi.

- Thuc hién thu chi theo d& an “Sira hoc duong” (néu trién khai).
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- Phuc vu cong tac thu chi, tinh toan xuét an, quyét toan tai chinh. Cudi
thang, chi trd du so lugng tién thira cia hoc sinh, du kién s6 thu cua thang sau.

- Sinh hoat hanh chinh doan thé véi t6 Hanh chinh — Vin phong.

4.2. Nhan vién thw vién: P/c Lwu Thién Trang

- Chi dong xdy dung ké hoach hoat dong cua thu vién trudng hoc phu hop
v0i tinh hinh cda nha truong.

- Phy trach phong thu vién, ghi chép ho so nghiép vu cp nhét.

- Chju trach nhiém quan Ii sach, tai lidu, dd dung cua thu vién. Thuong
xuyén tu stra, bao quan sach, tai liéu, co s¢ vat chat dam bao ding chudn. V& sinh
sach s& sép xép gon gang phong thu vién, db dung.

- M¢ cua thu vién, khuyen khich st dung thu vién mé cho gido vién, hoc
sinh doc tat ca cac ngay trong tuan; thé hién nép séng vian minh trong giao tiép
trong phuc vu; theo doi hoat dong doc clia gido vién, hoc sinh chit ché.

- Chiu trach nhiém phat hanh sach dén 100% hoc sinh; cho gido vién muogn
sach phuc vu giang day va thu lai di khi nim hoc két thuc.

- Chu dong d& xudt phuong 4n mua sim séch, bdo tap chi phuc vu cong tac
thu vién; trién khai mua sam khi dugc Hiéu trudong phé duyét.

- Hang thang béo cdo véi BGH phu trach két qua dat dugc va phuong
hudng cong tac thang toi.

- Thuc hién cac viéc dot xuét khac theo sy phén cong cua Hiéu trudng.

- Sinh hoat hanh chinh doan thé véi té 4

4.3. Nhin vién IT kiém thiét bi, 46 ding: P/c Nguyén Thanh Xuin

a. Cong tac IT

- Quan tri hé théng méy tinh phong hoc va cic phong ban trong nha truong.

- Quén trj website clia nha trudng (diang bai viét theo hinh anh va néi dung
da dugc duyét).

- Quan tri fanpage nha truong (dang bai, hinh anh va clip cho c4c su kién).

- Quan i hé théng may tinh ctia nha trudng (khic phuc sy ¢6, hu héng...),
hé tro céc thay cd gido vé cac thiét bi cong nghé nhu may tinh, bang tuong tac,
tivi, may anh..

- Khai thac phan mém quan li truong hoc; két ndi trao dbi dit liéu tir phan
mém quan Ii truong hoc voi co sd dit liu nganh gido duc va dao tao.

- Thyc hién trién khai cac ung dung CNTT két ndi, trao dbi thong tin gilra
phu huynh v6i nha truong, 4p dung céc giai phép trao ddi thong tin Umg dung trén
thiét bi di dong va website gido duc.
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- Thuc hién mét sé cong viéc hanh chinh, vin phong theo yéu cau ctia Ban
Giam hiéu.

b. Thiét bi, dd ding:

- Quan li phong db dung day hoc; sip xép bo tri dd dung dung chung tién
loi dé tim.

- Theo d&i muon, st dung, tra d6 dung day hoc clia gido vién hang ngay.

- Tu stra dd dung day hoc dung chung, hd trg gido vién chinh trang tu stra
do dung hong.

- Hang nim kiém ké, dé xudt viéc thanh 1, mua sim do dung dam bao day
du cho GV cac 16p st dung trong giang day.

- Chui dong dé xudt ké hoach té chitc cho gido vién lam méi d6 dung day hoc.

- Phu trach nhan cap phét dong phuc cho hoc sinh hang nam.

- Phéi hop trong cong tac phét hanh sach cho hoc sinh.

- Sinh hoat hanh chinh doan thé véi td 2.

4.4. Vin phong kiém Thi quy: D/c Nguyén Thi Diéu Huong

a. Cong tac vian phong:

- Phu trach cong tac van phong. Giao nhan cong van di dén. Luu trit ho so,
vin ban theo dung quy dinh cta ludt luu trit. Pho t6 tai liéu gui dén dia chi thuc
hién theo yéu cau cua BGH.

- Soan thdo vin ban theo chirc ndang nhiém vy dugc giao. Panh mdy van
ban chung cta nha truong.

- Phéi hop véi dia phuong phu trach cong tac pho cép gido duc, ghi chép 56
pho cép, so dang bo cép nhét, str dung phan mém quan Iy hoc sinh (cong tac pho
cédp gido duc), hoc sinh chuyén di, chuyén dén.

- Quan 1y, Iuu gift hd so cong chirc theo diing lut dinh.

- Giir con d4u ctia nha truong, chi duoc déng déu khi c6 day du chir ki cia
thu truong don vi va cac van ban ding thé thurc.

- Thuc hién cac viée dot xudt khac theo su phan cong clia Hiéu trudng khi
can thiét.

b. Thu quy:

- Phu trach cong tac thu tién theo dung quy dinh, quan Iy tidn mat, viét
phiéu thu ding theo nguyén tac. Ghi chép so sach day du, rd rang, khoa hoc,
khong tay xoa lem nhem.

- TAt ca cac sb liéu thu, chi déu phai c6 chir ky cia ngudi thu, ngudi nhén.

- Chi xuét tién khi c6 du ching tir, chir ky ctia chii tai khoan, ké toan.
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- Khéng str dung tién ctia nha trudng vao cic viée riéng hodc cho vay.

- Hang thang (hodc theo dot) quyét toan céc khoan thu chi. Tong hop kiém
ké quy tién mat dinh ky hang thang.

- Tra tién @n cho don vi cung cip thuc phim, cac don vi lién két theo ching
tr chi.

- Thuc hién céc viée dot xudt khac theo su phan cong cua Hiéu trudng khi
can thiét.

- Sinh hoat hanh chinh doan thé véi to Hanh chinh — Vin phong.

4.5. Nhan vién y té - P/c Tran Thi Véan

- Xay dung ké hoach cong tac y té hoc dudng. Té chic déu din cac dot
tuyén truyén phong tranh dich bénh, an toan thu‘c pham, phong chong tai nan

thuo‘ng tich, nerng ndi dung lién quan dén y té. Soan thao céc bai viét tuyén
truyén phong chéng tai nan thuong tich, phong chdng dich bénh, vé sinh an toan

thuc pham...

- X4y dung, bao quén, str dung ti thude nha trudng diing quy dinh.

- Phu trach truc y té ca ngay, so cttu ban dau cho hoc sinh khi c6 tai nan bm
dau. Phoi hgp véi cha me hoc sinh dua hoc sinh di bénh vién khi bénh néng.

- Theo ddi si sé hang ngay, phdi hop véi BGH kiém soét suat an ban trd,
kiém tra giam sat viéc hoc sinh nghi 6m.

- Hang tuan cho hoc sinh stic miéng Fluor ding huéng dan.

- Kiém tra thudng xuyén vé sinh truong 16p, khu vé sinh. Dic biét quan
tam dén an toan thuc pham trong bép an ban tru.

- Phéi hop té chire kham sitc khoé cho hoc sinh dinh ky. Phéi hop chit ché
voi CMHS theo déi kham thuong xuyén hoc sinh mac bénh.

- Hd so sb sach ghi chép day du cap nhat,

- Phéi hop phu trach cong tac chir thap do.

- Sinh hoat hanh chinh doan thé véi t6 Hanh chinh — Van phong.

5. Cong tac xAy dung truong hoc dién tir - Ung dung CNTT

P/c Nguyén Hoai Nam chiu trdch nhi¢m vé vide quan li, tap huén hudng
dan cho GVNV thuc hién vin hanh cdc phan mém theo vi tri cong viéc.

- Phu trdch phin mém HanoiEdu: D/c Nguyén Thanh Xuén

- Phu trach trang Web - cong thong tin dién tir: B/c Nguyén Thanh Xuan
chiu trach nhiém quan li, dua bai, dang tin, kip thoi sau khi Hiéu trudng duyét,
bao mat trang Web cuia nha truong..

- Phu trach cac phan mém: quan 1i nhan su, phan mém dir liéu: B/c Nguyén
Thi Diéu Huong
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- Phu trach cdc phdn mém Enetviet: B/c Nguyén Hoai Nam.

- Phu tréch céc phan mém ké toan, CSVC: B/c Nguyén Thi Nga.

- Phu trach cac phan mém quan li thu vién: B/c Luu Thién Trang

6. Thw ky Hoi dong: P/c Nguyén Thi Nhai

- Ghi chép sb h‘@i dong trudong, nghi quyét lién tich, Nghi quyét Chi bd
trung thyc ding tinh than ndi dung céac cudc hop.

-,Chl’J trong ghi diy du céc y kién phét biéu clia cac thanh vién du hop, néi
dung ket ludn cua chu toa.

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

- Viét tin bai cac cudc hoi hop, hdi nghi,... cla truong.

7. Nhan vién bao vé

- Truc bdo vé 24/24 gid dam bao an toan tuyét dbi vé tai san clia trudng,
cua gido vién, hoc sinh, an ninh trat tu trong truong hoc.

- Sau gio hoc, kiém tra dién, déng khéa cira tat ca céc phong,

- KT day du tai san, ki nhan hang ngay, nhan xét can can khi giao ban .

- Panh tréng dung hiéu lénh quy dinh.

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

- Chu dong dé xudt céc bién phap dam bdao an ninh, trat tir cho hi¢u truong.

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

- Thuc hién giz}o tiép van minh lich sy vé6i CBGVNV- PHHS- HS nha
truong va véi khach dén truong.

- Phéi hop thue hién mot s6 cong viée theo sy phan cong ctia hiéu truéng.

- Sinh hoat véi té Hanh chinh — Vin phong.

8. Nhan vién lao cong

- Tr’uc vé sinh sach sé& cdc khu vuc trong truong: 16p hoc, san truong, nha
vé sinh; tiét kiém dién, nudc.

- V& sinh sach s& khu hoc sinh an ban tra trudée gio hoc.

- Chti dong dé xuét bién phap dé truong hoc sach dep.

- Phéi hop thuc hién mét s6 cong viéc theo su phan cong cua hiéu truong.

- Sinh hoat véi t6 Hanh chinh — Vin phong.

IV.BANG PHAN CONG CHI TIET
(Cé6 bang phu luc kem theo)
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BANG PHAN CONG CHI TIET
( Kem theo Quyét dinh so: 44 /OP-THLB ngay Olthang 01 nim 2024)

S6 | Thém | .. D Tice
T : - Nam | HepT [ NAm o e tict | eN | 1onp i thco | dim
To Ho va tén : vao Cong tic dwoc phin cong 2 50 kiém S0
T > sinh CM aixay vu thuc | phong tiét. | ohiém | dinh
g day | BM,PT | "¢ - 3
muce
Bk 4 5 6 7 9 Ty
40 | - Phu trach 16p 1A1
1. Pham Bich Lién 1988 | PHSP | HD Si‘;? s 21 3 24 1
- i3 - Phu trach 1op 1A2
2. Nguyén T. Thiy Nhung | 1984 | DHSP | 2008 filgr‘l’ ' P 21 3 | 24 I
. ; Gido | - Phy trach l6p 1A3,
] Vwong Minh Huyén 1989| PHSP | 2012 | ¢ |-P% vl 21 3 24 1 2
4 Nguyén Thi Quyén 1974 | DHSP | 1995 S::I‘l’ = B0 trdcl 1op .t 21 3 24 1
5/ 1 |ViiThanh Tam 1988 | PHSP | 2019 | C140 |- Phutrich I6p 1AS 21 3 i 4
vien | - Té truong CM 1
6. Bui Thi Hong Hug 991" DESE ois e RS RG ERR R 1
e Ma Thi Puoc 1986 | PHSP | 2012 (31‘:;1’ - Phy trich 16p 1A7 8| 3 24 1
: 40 | - Phu trach 16p 1A8
8. Nguy&n Thi Kim Ngéan 1995 | PHSP | HD g::r? i 21 3 24 1
2 i40 |- Phu trach 16p 1A9
9. Nguyn Van Anh 1999 | PHSP | HP 311;? : 5 21 i 1
: Gido |- Phu trach 16p 2A1
10. : Kim Phwong Nga 1993 | PHSP | 2014 vién | - T phé T8 CM 2 21 3 24 2 8
11, Pinh Thiy Ha 1988 | DHSP | 2014 (ji‘éag - Phy trich 16p 242 21 L 1
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vl Trir | Tiét
o = Nam iy K Tong | theo | thira
i b Ho va tén N.am HeoE vao S Cong tic dwoc phin cong aet C.N 50 kiém SO
T sinh CM : vu thuc | phong .5 X -
nganh tiet | nhiém | dinh
= day | BM,PT 2 :
muc
s Giao | - Phu trach 16p 2A3,
12. Bui Thay Ha 1991 | BHSP | 2014 vien | BCHCH
= > Gido | - Phu trach 16p 2A4,
et 2 4
I3 Nguyén Thi Hoa 1975 | HSP | 1997 | 2¢ |~ 3 R s 21 3 24 3
_ _ G| - sch 16p 2
14, Nguyn Thity Linh 1595 | BHSP | 2055 - T °f PR 1051285 A R e 1
1. Nguy&n Thj Ly 1989 | DHSP | 2020 (31‘2‘1‘;’ =R el 21 3 24 1
16. Lé Quynh Trang 1998 | CPSP | HP 31‘:1? - Phu tréch 16p 2A7 21 3 24 1
17, Nguyén Thi Thu Thao | 1990 | DHSP | HD Sl‘ear‘l’ - P tréch 16p 243 21 S ) 1
18, Nguy&n Thi Ha 1971 BESP | oot |18 %) Fmieh op 196508 w87 [
19. Lai Thi Ngoc Duyén 1974 | DHSP | 1993 S]ilgr? - Phu trach 6p 3A2 19 3 2
20. B3 Thi Khanh Huyén 1994 | PHSP | HDP (jilgg - Phitrdeh lop 343 19 3 22
-y Gido | - Phu trach 16p 3A4
21, 3 |Luwong ThiBich Ngoc | 1991 | PHSP | 2012 B i oy 19 3 22 3 2
. > Gido | - Phuy trich l6p 3A5
2 A : 25
22. Lé Thi Thanh Thiy 1986 | DHSP | 2008 | |~ 3 sl 19 3
23. Tang Thi Minh Phiic 1973 | PHSP | 1995 S;;‘I? - Phy tréch 1op 3A6 A 2
24, Nguyén Thuy Linh 2001 | CPSP | HP (31‘:2 - Phu trach 16p 3A7 19 3 23
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SG | iThem | .o TR i
T : ] Nim (HeDE | Py e | . o | tiét | cN |Tong| theo | thira
To Ho va tén : vao Cong tic dwoc phan cong : SO kiém S0
! wmhy &M e W e phons | 0 mee
$ day | BM,PT : i
muwce
25, Pinh Thi Thanh Nha 1996 | CPSP | HD (31‘:;’ - P trich 16p 3A8 19 3 22
Gido |- Phu trach 16p 4A1
56 Nguyén Thi Nhai 1976 | HSP | 1994 | ¢ |- T§ truéng T6 CM 4, | 21 3. | Fhals 4
Thu ky HD
97 Neuy&n Thi Hop 1991 | PHSP | 2013 31121? -t mtrach5p 42 21 3= o
T Gido |- Phy trach 16p 4A3
28 Pham Thi Ngan 1990 | DHSP | 2014 | L | P e 21 3 | 24
29| % I Bosaiiah Diép 1969 | DHSP | 1990 f::g - Phu tréch lop 4A4 21 3 24 1
30. Hoang Thu Thao 2000 | DHSP | HP Slfrf - Phu tréch 16p 4A5 21 3 | 24
31 Hoang Thi Hoa 1967 | PHSP | HP 3::2 - Fhutrachilop 446 21 3| 24
3. Pham Ha Trang IeTE GBS Ly || ° | PURERchIopaAg 21 3 24 1
T Gidio | - Phy trach I6p SA1
23 Trin Thj Anh 1988 | PHSP | 2011 | 2o |- P . 3 24 | 3 4
34, Hoang Thi Hinh 1974 | DHSP | 1994 (31’;‘1’ - Phu tréch 16p 542 21 3 24 1
> : Gl Phu trach lop SA3 j
35. Vii Thi Thanh Nét 1979 | PHSP | 2009 | ”2° | TBTTND; T3 pho T4 | 21 3 24 | 2 3
vien
CM 5
3. Duong Thi ThuHuong | 1980 | BHSP | 2008 | Ji0 | -Phueach16p SA4 S e gy I
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S6 | Thém | Bor
B e Nam | Hepr | Mmoo o . s | en | Ronz theo | thia
0 Ho va tén - vao Cong tac dwoc phan cong b S0 kiém S0
T sinh CM S vu thuc | phong Gt | nhitm | don
S day | BM,PT : "
muc
37. Nguyén Thi ThuHing | 1970 | BHSP | 1990 f;;‘]) ratehiiop et 21 3o 1
38. Hoang Thi My Yén (77 FDESPE| 2008, 2 (PEMSAC oD SRS /28 A U 1
- Day Tin khéi 3, 4, 5
GV Tinl - Té truémg té GV phu
39. Nguyén Hoai Nam 1977 | PHSP | 2008 "™ trach mén hoc; Phu| 27 4
hoc e . 5 S
* trach cac cudc thi Tin
hoc ciua HS :
- Day TD khoi 1,3.4,5 3
40. Nguyén B4 Sau 2000 | DHSP |HDP GVTD | - BD d6i tuyén mén: Cau | 24 1
16ng, boi ctia HS
-Day TD khéj 1.23.5
- BD ddi tuyén mén: Co
411 GV | Nguyén Thi Tuyét Chinh | 1981 | PHSP | 2010 | GvTD | Y\& ¢0 tuéng, dién kinh | 3
chivEn cua HS, bong chuyén hoi,
g da cau, Aerobic
- To pho To GV chuyén
, : PH - Day TD khéi 1,2,3,4 1
42. Nguyén Van Chién 1994 2021 | GVTD | - Phu trach BD dbi tuyén | 26 3
EBDTE : Sy :
mdn: V3, boqg da.
i - Day AN khéi 1,2,3,5
43. Nguyén Van Anh 1984 | DHSP | 2010 | GVAN | - Phuy trach phong trao 19 5 24 1
Vin nghé.
44. Pham Céng Minh £a7 PDHSP | 2021 | GVAN | - Day AN khéi 1,2,3.4 19 4 23
45. Ngb6 Thi Phuong 1982 | PHSP | 2007 | GVMT | - Day Mi thuat khdi| 19 4 23
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- -

o

Ho va tén

Niam
sinh

Hé PT,

Niam
vao
nganh

Chire
vu

Cong tac dwoc phin cong

So6

tiét
thue
day

Thém
CN
phong
BM,PT

@
A

Tong
i)
tiet

theo
kiém
nhiém

Tiét
thira
S0
dinh

46.

47.

48.

49.

50.

2345
- Phu trach phong trao vg,
trang tri cac ngay l€.

mure

P4 Vin Chi

1985

DHSP

2013

GVMT

- Day Mi thuat khbi
1,3,4,5

- Phu trach phong trao vg,
trang tri cic ngay 18.

19

23

Nguyén Thi Bich Phuong

1989

DHSP

2013

Giao
vién

- Day TA cac 16p khdi
34,5

- Trg giang TALK 16p S
(4 tiét)

- BD HS tham gia cac
cudc thi vé TA khéi 4.5

20

24

Duong Thi Hong Van

1977

CbSP

Hb

GVTA

- Day TA céc 16p khoi 3

- Trg giang TALK I6p
1.2,3 (14 tiéy)

- BD HS tham gia cac
cude thi v& TA khéi 1,2.3

12

14

26

Nguyén Thi Thiy Nga

1997

Thac si

Hb

GVTA

- Day TA cac 16p khéi
34,5

- Trg giang TALK I6p
45

- BD HS tham gia cac
cudc thi vé TA khéi 4,5

16

12

28

Nguyén Ngoc Anh

1988

CDSP

HD

GVTA

- Day TA céac 16p khéi
4.5
- Day va trg giang TALK

12

14

26
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S Trir | Tiét
T - e Nam [HepT | B0 oo .~ | tié | cn |Tong| theo | thim
To Ho va tén : vao Cong tic dwoc phian cong : 0 ki€ém S0
i SRS e fhye ooz e el
g day | BM,PT e
khéi 1, 2, 4 (14 tiét)
- BD HS tham gia cac
cudc thi vé TA khoi 1,2,3
- Day va trg giang TALK
5l Luu Thi Thu Trang 1991 bH HD | GVTA |- BD HS tham gia cac 22
cude thi v& TA khéi 1,2,3
- Day TA céc 16p khéi 3
- Day va trg giang TALK
52. Hoang Thi Ha Trang 1999 bH HD | GVTA | khoi 3, 5 (10 tiét) 12 10 22
- BD HS tham gia cac
cudc thi vé TA khoi 3
ot . a — Gléo 2 . -
53, D6 Thi Hong Lién 1994 | DHSP | 2016 vien Nghi thai san
14 Nghi thai san
54. Hoang Thi Kim Anh 1996 | PHSP | 2020 31121? e
» I Giao ool oo =
55. Nguyen Thi May 1990 | PHSP HDb vién Gido vién dur trit
- \ Giao = »
56. Bui Thu Thuy 1987 | PHSP HD i Giao vién du trir
R ko - Phu trach cong tac Poi
37- Ngo6 Thi Hién 1987 bH 2014 TPT TNTPHCM.
: e Ths Hicu | Chi dao chung moi HP
58./ BGH | Nguyén Thi Hing 1975 QLGD truéng | cia nha trudmg, cong tac 2
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quy

- S e = ;l];rl‘r t’fli‘ét
L A am v X on €0 ua
XL Té Ho va tén Nam: | He DT, vag | = Céng tic dwgc phan cong | U o ség kitm | so
T : sinh CM L vu thyc | phong tiét | nhiém | dinh
& day | BM,PT : .
mikc
tai chinh, t6 chitc can
bd, nhén su.
25 Phu trach CM khéi 3
Phu traich CM khoi 4, 5,
Phé to chuyén biét: nhom dp )
% i = Tin hoc, M1 thuit, t6 bao
59. Nguyen Ngoc Ha 1977-| - DHSP. .| 2011 hl?u vé, lao cong; DDDH, 4
Y0NS | KBCL, bén trt, CSVC, y
té CTD, HSY
B Phu trach CM khdi phu
Phé trach CM khéi 1, 2, nhém
60. Nguy&n Thanh Thiy 1976 | DHSP hiéu gg:f_H‘gfgm AmKT“;‘g‘j 4
TN BOGD) v ThE it g
vien, trat tu VMPT.
- Hoan thanh cac cong
viéc b phan ké toan,
= : £ thanh quyét tosn, thue
61. Nguyén Thi Nga (%7 - oy | BE | i i O
2 toan .
To hoc du'(mg -
Hanh - Té trudong t6 Hanh
chinh - chinh - VP
VP Van | - Hoan thanh KH cta bo
phong | phan vin thu.
62. Nguyén Thi Diéu Huong 1990 bH 2021 ki€m | - Thyuc hién nhiém vy thi
tht | quy
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: S§ | gnen | o ow i
T 2 e Nam | Hgpy, | NAm | et T tiée | cn | Tong| theo | thira
To Ho va tén : vao Cong tic dugc phin cong 2 0 kiém S0
T sinh CM LIt vu thwec | phong 65 | nhic | ainh
Be day | BM,PT : =
mirc
- Cong tac y té, chir thép
do, kiém tra Cong tac ban
63. Tran Thi Van 1988 | CB HD | Yt |tu, VSATTP, sita hoc
dudng (néu ), luu mau
[2= ) thue an.
Th - Hoan thanh KH cua bo
64. Luu Thién Trang 1991 | TC | 2023 Viéfl phan Thu vién
- Hoan thanh cic noi
x ¥ NV | dung lién quan trudong
63. Nguyén Thanh Xuan 2000 bH HD CNTT | hoc dién tir 1
- Phu trach trang Web
- Dam bao an ninh truong
66. Trén Vin Hing 1967 | THPT | 2010 | Bao vé | hoc theo ca truc.
- Phuc vu nuée cho HS
- Pam bao an ninh theo
67. Vuong Xuéin Hai 1971 | THPT | 2019 | Baové | ca truc
- Phuc vu nuée cho HS
- Phu trach t6 BV
- Pam bao an ninh theo
68. Bui Minh Hoan 1974 TC 2022 | Bao vé | ca truec.
- Phu trich dién nwuéc,
chim séc ciy cdi
- Dam béo an ninh truong
69. Nguyén Nhu Phuong 1963 | THPT | HP | Bao vé | hoc theo ca truc
- Phuc vu nuée cho HS
70. Nguyén Thi Loan 1981 | THPT | 2010 |Phuc vu|- V€ sinh sanh tﬁng 2
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Ho va tén

Nam
sinh

Hé DT,
CM

Nam
vao
nganh

Chire
vu

Cong tic dwoc phin cong

S6é
tiét
thuc
day

Thém
CN
phong
BM,PT

:- wn ;a
9?\ S =
=]

~

Triw

theo

kiém
nhiém

Tiét
thira
SO
dinh
mirc

Ik

72,

=EC

day nha A, B, C; san
phia cong phu, vuon sinh
vat, sdn bong; phong
Hi€u trudng, Vin phong
- Don 3 nha vé sinh téng
1 day nha C; nha VS
tang 1, day nha A (GV);
nha VS tang 1, day nha
C (gan 1A2)

- Quét cac 16p gbm: 1A5,
1A6, 1A7, 1A8, 4AS,
S5A4, 2A7, 2A4, 2AS5,
2A6, phong Ismart va
2A3.

Trén Thi Hudng

1980

THPT

HDb

Lao
cong
VS

- V& sinh sanh 3 tdng nha
D: san sau, co bon rira
tay ngoai troi va toan bo
nha thé chét.

- Don nha vé sinh tfing 1,
2,3 day nha D.

- Quét cac 16p: 2 phong
Tin hoc, 5A1, SA2, 5A3,
ZA1, 2A2. 3A1. 3A2
3A3,3A5,3A6 va3A7.

Nguyén Thi Bich

1960

THPT

HD

Lao
cong
VS

- Quét don sanh tf"mg i
diay nha A, B, C; Quét
san trudce
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Ho va tén
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Nam
sinh

Heé PT,

CM

Nam
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vu

Cong tac dwge phan cong

S6
tiét
thwe
day

Thém
CN
phong
BM,PT

Trir

theo

kiém
nhiém

Tiét
thira
SO
dinh
mirc

- Don 3 nha vé sinh tang
2 day nha C; nha VS
ting 2, day nha A; nha
VS ting 2, day nha C
(g4n 1A1)

- Quét don khu Hiéu bd

tang 1 (Phong Hoi dong,
02 phong Phé Hiéu
truong, Y té, Poan doi,
Thu vién).
- VS céc 16p: 1A1, 1A2,
1A3, 1A4, 4A3, 4AA4,
4A5, 4A6, 3A4, 4A2,
4A1, thu vién

73. Ngé Thi Luan

1969

THPT

HD

Lao
cong
VS

- Thuc hién vé sinh 12
NVS cia cé ba ting khu
nha d6i + 3 hanh lang
cua ba tang + 4 16p hoc
tang 1 khu nha d6i va
phong MT + tAng 2 nha
thé chit.

* Tong s6 CB, GV,NV: 723 d/c
Bién che HD 161, HP 68: 48 d/c
HD truong: 24 d/c

* Trinh d¢:

Thac si: 03 d/c

Dai hoc: 54 d/c

Cao dang: 07 d/c
Trung cp: 02 d/c
Tét nghiép PT: 07 d/c

Bién ché: 02 d/c

Bién ché, HD 111: 41 d/c
Bién ché: 0 d/c

Bién ché, HD 111: 02 d/c
HD 68: 03 d/c
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