~ UBND QUAN 1 n.\.-('..nm CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TIEU VO XUAN THIRU Dgc ip - Ty do - Hgnh phiic
S8 £/ /QD-THVXT - -

Sai I)Jng, ngay () thang 04 ndm 2024
QUYET DINH

V/v phiin cdng nhigm vy cho cin b{, gido vién, nhéin vién trong nha truimg
Hoe Ky I, nidm hoe 2023-2024

HIEU TRUONG TRUONG TIEU HOC VI XUAN THIEU

Can cir Lugt Gido duc ngay 14/6/2019;

- Can cu Lugt vién chirc s6 38/2010/QH12 ngay 15/11/2010 quy dinh vé
vién chire; quyén nghia vu cia vién chire: tuyén dung, sic dung va quan ly vién
chiz trong dom vj s nghiép cong ldp; 5

Can cu Thong te 28/2020/TT-BGDPT ngay 04/9/2020 cia By GD&PT
ban hanh Diéu I¢ truomg Tiéu hoc;

Can cit vao Van ban hgp nhat sé 03/VBHN-BGDPT ngay 23/6/2017 cua
B GD&DT ban hanh quy dinh vé ché dé lam viée déi véi gido vién phé théng;

Can cur Thong tw 08/2016/TT-BGDDT ngay 28/3/2016 ciia B¢ truomg B¢
GD&DT ban hanh vé quy dinh giam dinh mire gio day cho gido vién, giang vién
lam cong tdc cong doan khong chuyén trach tai cde co s¢ gido duc cong ldp
thuge hé thong gido duc quoc dan;

Can cie Quyét dinh s6 14/2017/QD-UBND ngay 13/4/2017 ciia Uy ban
nhan dan thanh pho Ha Ngi ban hanh Quy dinh vé phan cdp quan Iy t6 chitc bo
may, cong Chl}C,' vién chic va lao dong hgp dong trong cdc don vi sw nghiép
cong ldp thuge Uy ban nhan dan thanh pho Ha N¢i;

Can cie TT s6 16/2017/ TT-BGDPT, ngay 12/7/2017cia B¢ Gido duc va
Pao tao vé viée Hudmg dan danh muc khung vi tri viéc lam va dinh mirc s6
lugng ngueai lam viée trong cdc co s6 gido duc pho thong cong lap.

Can cie Quyét dinh 1769/0D-UBND ngay 29/4/2020 ciia UBND thanh
pho" Ha Noi vé phé duyét danh myc vi tri viée lam, ban mé ta céng viée va khung
nang luc vi tri vi¢c lam trong cdc co so gido duc cong ldp true thupe UBND
quan, huyén, thi xa trén dja ban thanh pho" Ha Noi;

Cdn cit vao nhiém vu nam hoc 2023-2024;

Cén ctr vao tinh hinh thuc té dgi ngit CBOL-GV-NV ciia truomg Tiéu hoc
Vii Xudn Thiéu nam hoc 2023-2024.

QUYET PINH

Piéu 1: Phén céng nhi¢m vy cho can b, gido vién, nhan vién trong Hoi

ddng su pham truong Tiéu hoe Vi Xuan Thiéu hoc ky I1, ndm hoc 2023-2024.
(C6 bing phin cong cu thé kém theo)
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Piéu 2: Toan thé can bo, gido vién, nhan vién trong nha truong ¢ nhi¢ém
v thuc hién va hoan thanh cac quy dinh, ké hoach va nhi¢m vu cia nha truong
da xdy dung va tw chiu tréch nhiém véi nhiém vy dugc giao.

Piéu 3: Cac dong chi ¢6 tén trong danh séch phén cong nhiém vy hoc ky
IT'ndm hoc 2023-2024 chiu trach nhiém thi hanh quyét dinh nay.

Quyét dinh c6 hiéu luc ké tir ngay ky./.

Noi nhin: __HIEU TRUONG
- PGD&DT Long Bién: dé bo c4o; 7 S LN

- Nhu diéu 1: d thyc hién; 7Y 1
- Lwu VP, <l

AN &Y/,
PN .

‘“{‘IU’aThl Thu Huyén
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PHAN CONG NHIEM VU CAN BQ, GIAO VIEN, NHAN VIEN
HOQC KY II, NAM HQC 2023 - 2024

(Ban hanh kém theo Quyét dinh 6. .0.4..../QD-THVXT ngay ©4/01/2024
ctia HT truong TH Vii Xudn Thiéu)

I. BAN GIAM HIEU:

1. D/c Hira Thi Thu Huyén - Bi thu chi b - Hi¢u truéng

Chiu trach nhiém trudc Phong Giao duc va dao tao, UBND quén Long

Bién vé nhimg nhiém vu dugc phan cong. Cu thé:

- Thye hi¢n céng tac quan ly nha nudc vé gido duc va dao tao tai truong
tiéu hoc Vii Xuén Thiéu.

- Phy trdch chung cdc mat hoat dong clia nha truong. Xy dung chién lugc
va ké hoach phat trién nha truomg; 14p ké hoach va t chuc thuc hién ké hoach day
hoc, gido duc; K& hoach tac kiém tra ndi bo truong hoc; bao cao, danh gia két qua /
thuc hién truéc Hoi dong truong va cac cap c6 thdm quyen

- Quan ly hanh chinh; quan ly va tu chu trong viéc sir dung cac ngudn tai
chinh, tai san cia nha truong theo quy dinh.

_ - Thuc hién phén cép quén ly trong nha truong, giao quyén, phan quyén, uy
quyén, chi dao, diéu hanh, dén doc, kiém tra, danh gia, khen thudng, ky luét theo
quy dinh cta cac van ban quy pham phap quy hién hanh.

- Quan ly gido vién, nhan vién; quan ly chuyén mon; phan cong nhiém vu
cho CB,GV,NV. Thanh lap cac t6 chuyén mon, tb 'van phong va cac hoi dong thi
dua khen thuong; hoi dong ki luat, hoi ddng tu van trong nha truong, bo nhiém
t6 truong, t6 pho; cir gido vién lam Tong phu trach D61 Thleu nién Tién phong
Ho6 Chi Minh. Thyc hién cong tac, kiém tra, danh gia xép loai glao vién, nhan
vién; thyuc hién viéc ky hop dong lao ddng, tiép nhan vién chirc, gido vién, nhan
vién theo quy dinh cuia Nha nudc.

- Chu tich cac Hoi dong cda nha truong: Hoi dong truong, Hoi dong thi dua
khen thudng, ky luat, Hoi dong nang luong va cac Hoi dong khac cua truong.

- Phu trach cong tac thanh kiém tra, cong tac phong, chéng tham nhiing,
tiéu cuc, lang phi.

- Phu trach cong tac tu tudng, chinh tri trong nha truong. Trudng ban chi
dao cac hoat dong trong nha truong. Tham muu véi Nganh, Pang uy, UBND céc
cap vé cong tac gido duc. Phy trach Cong tac d6i ngoai.

- T4 chirc thuc hién quy ché dan chii trong hoat dong ctia nha truong; thuc
hi¢n cong tac x4 hdi hod gido duc cuia nha trudng.

- Quan ly né nép va ky luat lao dong cua CBQL,GV, nhan vién. Truc tiép
phy trach tb vin phong, theo ddi ndm bt tinh hinh hoat dong t van phong.

- Thyc hién dinh muc tiét day theo quy dmh 02 tiét/tudn, tham gia sinh
hoat tai T6 Chuyén mén khéi 2 va T6 Cong doan s6 3.
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- Chiu trach nhiém trudc Phong Giao duc va dao tao, UBND quan Long
Bién ve nhimg nhiém vy dugc phéan cong.

- Quan ly, tiép nhan hoc sinh, cho phép hoc sinh chuyén truong; quyeét
dinh ki luét, khen thuéng hoc sinh; phé duyét ket qua dénh gia hoc sinh, danh
sach hoc sinh Ién 16p, luu ban; té chirc kiém tra cong nhén hoan thanh chuong
trinh tiéu hoc cho hoc sinh.

- Xdy dung mdi truong hoc duong an t
chéng bao lue hoc dudng theo quy dinh ctia Phép luat.

- Truc tiép giao nhiém vy, theo ddi, danh gia
cong viéc cua Pho Hidu truong, TTCM, Ké toan, VP, bao ve.
oi dong SP. Hang tuan to chirc hop
cac cude hop dot xuat khi can thiét.

oan, lanh manh, than thién, phong,

hang thang viéc thue hién

- Hang théng t6 chitc hop chi bg, hop h
giao ban BGH, hop lién tich tronh nha truong,
Dinh ki t6 chitc hop Hoi dong truong.

* Cam két trach nhiém: Chiu trdch nhiém triede phdp ludt, voi nganh, voi
Truong phong Gido duc, véi CMHS vé chat lwong quan Iy truong hoc, chat
lugng gido duc hoc sinh va cdc nhiém vu theo quy dinh cua Diéu 1¢ truong Ticu
hoc doi véi Hiéu truong.

2. P/c Ngb Xuin Truc - Phé Bi thw chi bg - Pho Hiéu truong

Tham muu, giap viéc cho Hiéu truéng; Chiu trach nhiém truge Hiéu
truéng, Phong gido duc va dao tao, UBND quén Long Bién vé nhimg nhiém vu
dugc phan cong, diéu hanh hoat déng ctia nha truong khi duge hiéu truong uy
quyén. Cu thé:

- Quan ly ghi dao hoat dong chuyén mon ’khc")i 4, 5 va bd mén Tin hoc, Mi
thuat, Thé duc, Am nhac. Chiu ]:réch nhiém chat ll’Jc_mg doi ngil, chat luong hoc
sinh trong nha truong. Duyét két qua danh gia chat lugng hoc sinh 16p 4,5, xét
hoan thanh chuong trinh tiéu hoc.

- Xéy dyng ké hoach va t6 chirc thyc hién viéc nang cao chét lugng doi
ngii; ké hoach boi dudng thuong xuyén; boi dudng chinh tri he.

- Xay dung Ké hoach bf‘)i dudng hoc sinh gioi, phu dao hoc sinh yéu kém
trong nha truong. Thyc hién doi moi chuong trinh gido duc pho thong 2018; quan
ly day thém, hoc thém;

- Phuy tréch cong tac phd cap GDTH - chong mu chit, phu tréch cong tac
hoc tap cong dong.

- Quan ly hd so hoc sinh hoan thanh chuong trinh tiéu hoc; hoc sinh chuyén
di, chuyén dén.

- Phu trich co s& vat chét, cong téc phong chdy chita chdy; cong tac an
ninh, an toan truong hoc; hoat dong thu vién, d6 dung day hoc; cong tac dan van
chinh quyén; khao thi va kiém dinh chét lugng.

- Phy tréch cong tic Ban tr, v¢ sinh an toan thyc pham, cong tdc Chir
thap do, Y t€ hoc duong.
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- Truémg ban chi dao cdng tac xdy dyng truong hoc “Xanh, sach, dep, van
minh, hanh phuc” va cong tac v¢ sinh lao dong trong toan truong.
- Thyc hi¢n ké hoach kiém tra ndi bo theo ndi dung nhi¢m vu quan ly, phu
tréch, kiém tra danh gid xép logi gido vién hang thing, danh gid su chuyen
nghiép cla gido vién khoi minh phuy trach hang quy.
- Tham muru vé6i Hiéu truong td chirc phdn cong chuyén mon cho gido vién.
- Thye hién dinh mue tiét day theo quy dinh: 04 tiét/tudn. Sinh hoat theo To
chuyén mon khoi 5 va to Cong doan 50 2.
- Téng hop, soan thao cc vin ban, biéu mu bdo cdo, céc van ban chi dao
theo nhiém vu dugc phan cong. Thiet 1ap ho so [ru trir, phuc vu cong tac kiém
dinh chét lugng gido duc, cong nhén lai truong dat Chuan Quoc Gia.
- Thay mit Hiéu trudong quan ly diéu hanh cac hoat dong cia nha truong
khi hiéu trudng Uy quyen.
- Thue hién nhiém nhiém vu dot xuat khac do hiéu truéng phén cong.
- Hang théng so két trude héi ddng két qua dat duge vé CM minh phu trich
va phuong hudng cong tac thang tdi.
- Ngay 20 hang thang gtri bao céo hoat dong dugc giao voi hiéu truéng
* Cam két trdch nhiém: Chiu trdch nhiém tru'é"c phép lugt, véi nganh, voi
truomg phong Gido dyc, voi Hiéu triecmg véi CMHS vé chat lwgng quan Iy truong
hoe, chat heong chuyén mon toan truong dwgc phu trach, cac nh)iém vu k’hdc dwoc
Hiéu trudng phdn cong va theo quy dinh cia Diéu I¢ truong Tiéu hoc doi véi Pho
Hiéu truong.
3. P/c Lé Hanh Nguyén - Phé Hi¢u trudmg - Chii tich cong doan
Tham muu, gitp viéc cho Hiéu truong; Chiu trach nhi¢m trudc Hiéu
trudng, Phong gido duc va dao tao, UBND quéan Long Bién vé nhimg nhiém vu
dugc phan cong, diéu hanh hoat dong cua nha truong khi dugce hi¢u truéng uy
quyén. Cu thé:

- Quan ly chi dao hoat dong chuyén mén khéi 1,2,3 va bd mén Tiéng Anh.
Chju tréch nhiém chat lugng doi ngi, chat lugng hoc sinh trong nha truong.
Duyét két qua danh gia chat lugng hoc sinh 16p 1,2,3. Quan ly chuyén mon cac
chuong trinh Tiéng Anh lién két, gido duc Stem.

- Quan Iy hd so cong tac tuyén sinh 16p 1.

- Phu trach cong tac hoc sinh, sinh vién, cac phong trao thi dua, cac cudc
véan dong, cac cudc thi cua gido vién va hoc sinh.

3 -“Chﬁ.'gich .(;6ng'kdoén, phu Eréch' ca’u:, hoat dong cta Cong doan, Chi doan,

Lién Po6i Thiéu nién Tién phong Ho Chi Minh.

- Phy tréch cong tac truyén thong, hoat dong CNTT, chuyén ddi s,
Website nha truong,.
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_ Phy tréch cong téc théng k&, bdo cdo, quan 1y va cép nhit céc phan mém,
CSDL nganh.

- Thue hién béo céo két qua cong khai hoat dong gido duc theo quy dinh.

- Truc tiép quan 1y, té chirc, chiu trach nhigm viéc theo ddi, cham
cong,phn cong gido vién day thay, day bi; xét duyét ket qua cac hpat dong va du
trls kinh phi, trinh Chu tai khoan duyét chi céc hoat dong chuyén mon.

- Xdy dung ké hoach kiém tra ndi bg, thyc hién kiém tra noi bo 'theo ‘nél
dung nhiém vu quan ly, phu trach, kiém tra ddnh gia xép loai giao vien hang
théng, danh gid su chuyén nghiép cta gido vién hang quy.

- Téng hop, soan thio céc vin ban, biéu mau bao cdo, lich cong tac, hop
giao ban, cac van ban chi dao theo nhiém vu dugc phén cong.

- Thuc hién dinh muc tiét day theo quy dinh: 04 tiét/tuan. Sinh hoat theo TO
chuyén mon khoi 3 va to Cong doan so 1.

- Tham muu xay dung céc van ban huéng da:m’, bao cao viéc thuc hién cac
chi thi, nghi quyét, quyét dinh, dé 4n, chuong trinh, ke hoach vé gido duc.

- Du théo céc ké hoach, bao céo, lich cong tac; thiét lap ho so luu trir, phuc
vu cong tac kiém dinh chat lugng gido duc, cong nhan lai truong dat Chuan Quoc
Gia.

- Thyc hién ké hoach kiém tra ndi bo theo ndi dung nhiém vu quan ly, phu
trach, kiém tra dénh gia xép loai gido vién hang thang, danh gid sy chuyén
nghiép cua gido vién hang quy.

- Tham muu véi Hiéu truéng to chirc phan cong chuyén mon cho gido vién
va chiu trach nhiém xay dung thoi khéa bieu toan truong.

- Téng hop, tham muu giai quyét don thu khiéu nai cia CB,GV,NV, Nhan
dan va Hoc sinh.

- Thay mdt Hiéu truéng quan Iy diéu hanh cac hoat dong cla nha truong
khi hiéu trudng uy quyén.

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

- Hang thang so két truée hoi dong két qua dat duge vé CM minh phy trach
va phuong hudng cong tac thang tdi.

- Ngay 20 hang thang giri bao cao hoat dong dugc giao voi hiéu trudng.

* Cam két trach nhiém: Chiu tréch nhiém tru'ég phgip lugt, voi nganh, voi
truong phong Gido duc, voi Hiéu truong voi CMHS vé chat leong quan 1y truong
hoc, chat luong chuyén moén toan truong dwoc phu trach, cdc nhiém vu khdc dwoc
Hiéu truomg phdn céng va theo quy dinh ciia Diéu ¢ truong Tiéu hoc doi voi
Pho Hiéu truong.

II. NHIEM VU CUA GIAO VIEN:

1. Nhiém vu ciia gido vién chi nhiém:
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- Ciin ¢t vio k& hoach ciia nha trudng, chu dong 3 ra chi tiéu bién phap thi
dua cta lop cho phu hop.

_ Chiu trach nhiém vé né nép, chét lugng toan di¢n cua hoc sinh 16p minh
phu trach.

- Phéi hop chat ché vdi cac gido vién by mon,
gido duc hoc sinh 16p minh.

- Str dung, bao quan tai san dugc giaoco h

- Dam bao theo ddi ghi chép day du thuong xuyén cac loai

- Tich cyc phdi hgp voi ban can sy l6p dé phat huy vai tro chu dong cua
hoc sinh; lién hé kip thoi v6i phy huynh dé giai quyet cac van dé duge giao.

- Truc ban gido vién theo lich phan cong.

- Thuc hién tot quy ché chuyén mén, c6 du céc loai hd so theo quy dinh.

- Tich cuc st dung cong nghé thong tin vao giang day, quan ly hoc sinh.

- Giang day, giao duc dam bao chat luong theo chuong trinh gido duc, k,é
hoach day hoc; soan bai, 1én 16p, day phan hoa doi tuong theo ding quy ché.
Kiém tra, danh gié hoc sinh theo van ban hop nhat 03/BGD-DT 2016 voi khoi
16p 5; Thong tu sO 27/2022/TT-BGD DT déj véi 16p 1,2,3,4; quan ly hoc sinh
trong cac hoat dong giao duc do nl}é truong to chirc; tham gia cac hoat dong cua
t6 chuyén mon; chju trach nhi¢m ve chat luong, hiéu qua giang day va gido duc.

- Tham gia cong tac phé cap gido duc tiéu hoc & dia phuong.

- Tham gia viét tin bai gui lén cong thong tin dién tir ctia nha trudng theo

TPT trong viéc theo doi,

iéu qua tot nhat.
so sach cua CN

phan cong.

- Thyce hién nghia vu cong dan, céc quy dinh cua phép luét va ciia nganh,
cac quyét dinh cua Hiéu truong; nhan nhiém vu do Hiéu truong, PHT, TTCM
phan cdng, chiu sy kiém tra cia TTCM, BGH va céc cap quan ly gido duc.

rr C6 trach nhiém hoan thanh céc chi tiéu duoc giao dau nim hoc. Tham gia
day du cac cudc hop t0 chuyén mon, sinh hoat chuyén dé dugc phén cong.

- Tich cyc t(“"3 chtre cho 16p tham gia cac hoat dong gido duc toan dién cua
nha truong, phan dau xdy dung 16p tién tién.

- Phéi hop v6i Doi Thiéu nién Tién phong Hb Chi Minh, Sao Nhi dong Ho
Chi Minh, véi gia dinh hgc sinh va cac to chirc x4 hi 6 lién quan trong hoat
dong giang day va gido duc, tham gia tich cuc céc phong trao thi dua cua nha
truomg, thuc hién nghiém tic quy ché chuyén mon, ngay gio cong, né nép, tic
phong giao vién.

e - Tich cuc tham gia céc phong trao cia nha trudng va cac doan thé phat
ong.

- Chu déng tham muu véi BGH nhdm nang cao chét lu i3 A
. g ong giang day, quan

- Hang théng tu danh gi4 xép loai cong viéc dugc giao.
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% Cam két trdch nhiém: Chiu trdch nhi¢m trude phdp ludt, voi nganh, voi
hiéu truomg véi phu huynh, hoc sinh vé chdt lwong chuyén mon, ket qua hoc tap,
rén luyén dao dirc, loi an tiéng noi cua HS, chdp hanh ludt giao thong, vé sinh
[6p...an toan sikc khoe ciia hoc sinh khi hoc sinh hoc tap tai truong.

2. Nhiém vu ciia gido vién by mon:
- Hang ngay didm danh si s hoc sinh céc 16p 1én phong hoc.
- Thyc hién giang day dung chuong trinh dam béo chét lugng gitr day cac

16p, co du céc loai ho so theo quy dinh.
- Giang day, gido duc dam bao chat lugng theo chuong trinh gido duc, ké
hoach day hoc; soan bai, 1én lop 1op, kiém tra, danh gia, xép loai hoc sinh; quan
ly hoc sinh trong cac hoat dong gido duc do nha truong t6 chirc; tham gia cac hoat
dong cua to chuyén mon; chiu trach nhiém vé chat luong, hiéu qua giang day va
gido duc.
- Bao quan, str dung cac trang thié
_ Phéi hop véi GVCN don dée nhic nhd hoc sinh hoe tap rén luyén.
- Tich cuc st dung cong nghé thong tin vao giang day, quan ly diém.
- Ghi chép ddy du cap nhat s6 nhét ky phong hoc.
- Tham gia cong tac phd cap gido duc tiéu hoc & dia phuong.
{ri 1én cdng thong tin dién tir cua nha truong theo

t bi phong bo mon cAn than hiéu qua.

- Tham gia viét tin bai g
phan cong.

- Thyc hién nghia vu cong dan, cac quy dinh ciia phép ludt va cua nganh,

cac quyét dinh cua Hiéu truéng; nhan nhiém vu do ,Hiéu truéng, PHT, TTCM
phan cong, chiu sy kiém tra ctia TTCM, BGH va cac cap quan ly gido dyc.

- Cé‘tréch nhiém hoan thanh céc chi tiéu b mén duge giao dAu nam hoc.
Tham gia ddy du cac cuge hop to chuyén mon, sinh hoat chuyén dé dugc phén cong.

- Phéan cong cu thé boi dudng mii nhon:

+ P/c Phuong, Thity NN phu tréch hoc sinh céc cugc thi Tiéng Anh.

+ PJc TG Anh, Khanh Huyén phu tréch thi thuée linh vuc Am nhac.

+ P/c Thuy TD: phu trach mén dién kinh, Erobic, c& vua, c& tudng; D/c
Pht: phu trdch bong d4, cau long, boi

+ P/c Phong, Binh phu trach vé tranh tham gia céac cudc thi cAp trén t6
chue.

+ P/c Hién TH phu trach hoc sinh cac cudc thi Tin hoc.

* Cam két trach nhiém. Chiu trq'ch rfhiém trude phdp ludt, voi nganh, voi
hiéu truomg véi phu huynh, h'gc sinh vé chat lu',O'r,zg chuyén mon, két qua hoc tdp,
rén luyén dao dirc, loi an tiéng noi ciia HS, chap hanh ludt giao thong, vé sinh
16p...an toan stec khoe ciia hoc sinh khi hoc sinh hoc tdp tai truong.
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3. Trach nhi¢m cua giao vien ['ong phu trach:
A A 2 1 3 . ! 1_
a Doan D§i ca truong. Cy the:

Phu trach moi mdt hoat dong cu
4c hoat dong Poan, Doi,

v , < A

- Tham muu gitp Hi¢u truong chi dao tryc tiep ¢

hoat dong gido duc dao d\re trong nha truong.
y P . o A .

- Xay dymg ke hoach hoat dong doan doi, phong trao thanh thiéu nhi trong
nha truomg. Xy dung ndi dung hoat dong timg tun, thang, hoc ky, ca nam theo
ké hoach dé ra va chi dao cua cap trén sao cho trong tam va dat hiéu qua cao nhat.

- Ting cudng cong tac kiém tra, dénh gid thi dua kip thoi, chinh xac.

- Chiu trach nhi¢m vé nén nép cua truong lop, kiém tra giam sat hoc sinh
thuc hién nép vin hoa “Khoanh tay, mim cudi, cti chao”, nhac nho d6n doc hoc
sinh gitr vé sinh 16p hoc san trrdng, cham soc béo vé cong trinh mang non.

- Hudng tmg cac hoat dong thi dua do doan doi cac cap phat dong, trien
khai kip thoi co higu qua cao. Chu dong tham muu vc,iri BGH vé ndi dung, phuong
phap tién hanh thyc hién sao cho vira hiéu qua vira tiet kiém.

- Phéi hop vdi y té to chuc cac dot tuyén truyfén vé an toan giao thong, tai
nan thuong tich, cac ngay truyén thong, phong chong bénh dich, theo doi thuc
hién.
cta nganh, cdc ngay & 16n, phoi hop vai thu vién
gidi thiéu sach, phu trach cac budi ngoai khoa, phu tréch van nghé, thé duc gitra
gio (mdt nam cin c6 thém nhiéu tiét myuc van nghé méi, mua hét tap the két hop
véi cha d&, c6 giai trong cdc ki thi van nghé, TDTT..), phu trach, kiém tra né nép,
VSMT, ANTT, PCTNTT cta céc lop.

- Xay dung quy ché sinh hoat dudi co hang tun. Bdo cdo cac ké hoach
thuc hién cho d/c PHT.

- Huéng din thiéu nhi lam theo 5 didu Bac Ho day, dua cdc phong trao
trong nha trudng hoat dong soi ndi, tham gia xay dung truong hoc than thién, HS
tich cuc.

g Ho s0 SO séc;h ghi chép cép nhat day du. Theo doi, kiém tra, chi dao céc
chi d6i hoat dong ghi chép so sach cép nhat.

- Ung dung cong nghé thong tin vao hoat dong doan doi.

_ -Thamgia viét tin bai vé cong téc doi va phong trao thanh thiéu nhi giri 1én
cong thong tin dién tr ciia nha truong theo phan cong.

- Tham gia giang day 2 tiét/ tuan.

- Sinh hoat chuyén mén voi t6 hanh chinh van phong.

- So két tong két thi dua theo tuan, dgt, nim cong bang, khach quan.

- Ngay 20 hang thang béo cdo hoat dong doan doi vdi Higu trudng.

% £ . oA ¢ s o 2 .

ool (;l'am ke't ’trcs'h nhz’g:m. C:h;u tr"ach t1hzem trude phdp ludt, véi nganh, voi
o ch%tpl ong g;lao uc, voi ‘Q'uarg d(i’an, Vi higu trucng va phu huynh, hoc sinh
wong hoat dpng dgi, né nép toan truong, HPNGLL, gido duc truyén

- Tuyén truyén quy dinh
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f/mng GD dao dirc, GD hoc sinh tu tin, cac nhiégm vu dugc hiéu truong phan
cong va theo quy dinh cua Diéu I¢ truomg Tiéu hoc doi véi tong phu trdch.

I1I. CAC TO TRUONG CHUYEN MON, TO PHO CHUYEN MON:
1. TH truwéng chuyén mon:
- Xay dung ké hoach hoat dong chung cua to theo tuan, thang, ndm hoc,

hudng dan xdy dung va quan ly ké hoach ¢ nhén cua to vién theo ké hoach day
hoc; phan phoi chuong trinh va cac quy dinh khac cia nganh.

- Lén 16p theo chwong trinh, to chiic sinh hoat CM theo quy dinh, ghi chép
s6 sach CM cua khéi.

- Thyce hién chirc hoc tép trao dbi kinh nghiém, boi duéng chuyén mén,
nghiép vy, kiém tra, danh gia chat lugng, higu qua gidng day, gido duc quan ly sur
dung sach, thiét bi ctia cac thanh vién trong td theo ké hoach ctia nha trudng.

- Chiu trach nhiém 've hoat dong chuyén mon cua khoi, dac biét 1a cac
phong trao day phén hoa do6i twong dé co nhitng hoc sinh gioi ¢ cac phong trao.
- Chi dao t6 chuyén mén sinh hoat 2 tuan/ lan.

- Chi dao trong t6 khéi danh gia hoc sinh theo Thong tu 30, Thong tu 22
(d6i voi khéi 5); Théng tu 27 ddi véi khéi 1,2,3,4; ghi chép lai nhimg vuéng mac,
kip thoi bao cdo BGH nhimg kho khan khi dénh gia.

- Chui déng chi dao, dong vién cac thanh vién trong to tham gia tich cyc cac
phong trao thi dua cia nha truong, thue hién nghiém tic quy ché chuyén mén,
ngay gio cong, né nép, tac phong gido vién.

- Chu dong xay dung ké hoach tmg dung cong nghé thong tin vao giang
day cua khoi minh.
- Tham gia danh gla xep loai gido vién theo quy dinh chuan nghé nghiép

gido vién Tiéu hoc, danh gia xép loai hiéu truong theo quy dinh, binh xét kiém tra
dénh gié thi dua céc thanh vién trong t6 khach quan ding thuc chat.

- Bé xuat khen thudng, ky ludt dbi véi gido vién thudce té.

- Tham gia viét tin bai gri lén cong thong tin dién tir ciia nha trudng theo
phan cong.

- Tham muu dé xuét nhitg giai phép nhdm hoan thanh t6t nhiém vu.

* Cam ket trach nhi¢m: Chiu trdch nhiém trude phdp ludt, voi nganh, vdi

Hiéu truomg vé chat lwgng chuyén mén cua to cdc hoat dong chuyén mon cua
cdc thanh vién trong t6, chat hegng gido duc, né nép hoc sinh.

2. Céc t6 phé chuyén mon:

- Tryc tiép gitp viée cho té trudng nhimg cdng viée duge phan cong.

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

- Tham muu d€ xuat nhimg giai phap nhdm hoan thanh tét nhiém vu ciia t3.
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* Cam két trdch nhi¢m: Chju trach nhi¢m trude phdp ludt, véi nganh, voi
Hiéu truomg voi t6 CM vé nghi¢m vu dwpe giao.

IV. KHOI HANH CHINH:

1. B/c Chu Thj Thu Hién - K¢ todn:

- Phy tréch cong téc ké toan ngén sach, ngodi ngén séch.

- Chju trach nhi¢m tham muu Gidp hi¢u trudmg cdng téc tai chinh, ké toan:

Cén d6i tai chinh cia nha trudmg, thuc hién chi ding myc dich, ding nguyén tc
tai chinh, qu.m ly chit ché hd so chimg tr thu chi; tham gia xay dyng va thyc hién

cdc ké hoach vé co s vit chat.
- Chju tréch nhi¢m vé nguyén téc tai chinh, chimng tir thu chi.
- Quan ly tdt ho so, sb sach. Pam bao céc nguyén tic chimg tir hop 1y, rd
rang, chinh xdc. Tai chinh cdp nhit hang tuan.
- Sir dung phan mém ké toan thanh thao, diing nguyén tic.
- Xay dyng KH thang, nim, phu trach cong tdc van phong.
- Ph01 hop cung y té phu trach cong tac tai chinh céng doan, chir thap do,
ban tri, tdng hop s6 liéu xuat n hang ngay cia GV, HS.
- Phy trach cong tc ra sot va hoan thién hd so nang luong, phu cap va
hudng phu cap.
- Phu trach cong tic BHXH, BHYT, BHTN CBGVNV nha truong. Su
dung thanh thao phan mém BHXH Efy.
- Phuy trch céng tic BHYT hoc sinh nha trudmg. Sir dung thanh thao phan
mém BHYT Efy.

- Phoi hqp cong tac thu: Nhap di liéu PM thu, in bién lai, phéi hop, theo
dadi, tong hop cong tac thu ding qui dmh Sur dung PM thu thanh thao. Phéi hop
tuyén truyén khuyén khich CMHS chuyén khoan cac khoan tién déng gop theo

thong béo thu.

- Phu trach cong tac vén thu luu trir theo qui dinh.

- Phédi hop trong cong tac vin phong, tong hop thong tin bao céo.

- Phu trach cong téc thong tin bao cdo c6 lién quan.

- - Thye hién cac viéc dot xuét khac theo sy phan cong cua Hi¢u trudng khi

can thiet.

- Ngay 20 hang thang bio cdo két qua cong tac dyoc giao véi hidu truong.
Cong khai cac khoan thu chi.

* Cam két trach nhiém: Chiu trach nhzem trude phap ludt, véi nganh, voi
trucmg phong gido duc, voi hi¢u tru'ong Vé cong tac tai chinh va tai san, cde

nhiém vu duge hi¢u truomg phdn cong va theo quy dinh cia Diéu I¢ treong Tiéu
hoc déi véi nhan vién KT,

2. P/c Nguyén Thj Huyén Trang - Nhén vién Viin phong:
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- Thue hién déng lich lam viée, phu trach cong téc thdng tin bao cdo, van
ban toan truong, hd tro xdy dung céc ké hoach, phu trach cac loai CV, luu, ghi
chép HSSS ding nghiép vu van phong, phy trich cac trang mang thong tin cla
trudmg, vao thong ké sé sach hang ngay, dam bao dung cac loai giay to, ho so luu
va kiém nhiém thém céc cong viéc khéc cua truong.

- Hoan thanh céc loai bdo cao voi cép trén theo quyén han dugc giao. Chiu
trdch nhiém vé do chinh xdc cac ndi dung, hd so béo cdo va thoi gian quy dinh.

‘ -‘Phéi hop véi dia phuong phu trach cong tac phd cap gido duc, su dung
phan mén quan ly hoc sinh (cong téc pho cap gido dyc).

- Quén 1y sir dung phan mén quan 1y can b, luu gitr ho so cong chre theo
dﬁng luat dinh. Quan ly phan mém Co s¢ dit ligu Moet : cong tac tuyén sinh truc
tuyén, hoc sinh chuyén di - chuyén dén, cap nhap ho so CBGVNYV trong phan
mém.

- Xdy dung hd so cong viée trién khai t6i cac bd phén, cudi nam thyc hién
luu trir ho so theo luat dinh.

- Quan ly hoc ba hoc sinh toan truong. Thuc hign thu tuc hanh chinh khi
¢6 hoc sinh chuyén di - chuyén dén khi hiéu truong yéu cau.

- Phu tréch cong tac kiém soét st sb hoc sinh an ban tru.

- Theo dbi si s6 HS, photo, in 4n tai lidu, cung cap danh sach HS tham gia
chuong trinh Tiéng Anh.

- Xay dung ké hoach lam viéc thang, tudn. Hang tudn c6 danh gia két qua
cong viéc.

- Sinh hoat véi td van phong. Hang thang tu danh gié hoat dong cua minh.

- Ping ky viéc 1am theo tim guong dao ditc Ho Chi Minh. Dénh gid hang
thang nhiém vu dugc giao.

- Thuc hién cac viéc dot xuit khac theo sur phan cong ctia Hiéu trudng khi
can thiét.

- Ngay 20 hang thang béo céo hoat dong VP v6i hiéu truong .

* Cam két t,ra'ch nhiém. Chiu trdch nhiém trudc phdp ludt, voi nganh, voi
hiéu trudng vé chat lwong CV, qéc nhiérgz vu dwoc hiéu truong phdn cong va theo
quy dinh ctia Diéu I trucng Tiéu hoc doi véi nhdn vién VP.

c. D/c Nguyén Thj Toan - Y té kiém thii qui:

* Cong tac y té:

- Xay dung ké hoach cong tic y té hoc dudng. Té chic déu din cac dot
tuyén truyén phong tranh dich bénh, an toan thuc phém, phong chéng tai nan
thuong tich, nhiing ndi dung lién quan dén y té. Soan thdo céc bai viét tuyén
truyen phong chong tai nan thuong tich, phong chong dich bénh, vé sinh an toan
thuc pham... Trién khai ndi dung tuyén truyén téi toan thé hoc sinh theo dinh ky
quy dinh. (giri ndi dung cho d/c HT duyét trude khi trién khai).
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- T4 trudng t& ban trd, luu com ban tru hang ngay.

- Tuyén truyén HS mua BH'y té theo quy dinh.

- X4y dyng, bio quan, sir dung ti thudc nha truong ding quy dinh.

- Phéi hop t6 chirc kham sirc khoé cho hoc sinh dinh ky. Phéi hop chit ché
v&i CMHS theo dai kham thuomg xuyén hoc sinh méc bénh.

- Phu tréch tryc y té ca ngdy ca gio nghi trua ctia HS, so ciru ban dau cho
hoc sinh khi ¢6 tai nan ém dau. Phéi hop véi cha me hoc sinh dua hoc sinh di
bénh vién khi b¢nh ning.

- Hang tuan cho hoc sinh xtic miéng Flo ding hudng dan.

- Kiém tra thuong xuyén vé sinh truong 16p, khu vé sinh. Dac biét quan
tam dén an toan thuc pham trong bép an bén tra.

- Phéi hop phu tréch cong téc chit thap do.

- Ghi chép sb sach cong tac'y té cap nhét, kiém tra vé sinh trudng 16p, bép
an ban trd, luu thyc pham. Hang thang khop tién &n cua hoc sinh, khdp véi si s6
HS (d/c KT theo d&i) dé tra tién thyc pham.

- Ngay 20 hang thang bao cdo KQ hoat dong voi d/c lanh dao phu trach.

* Cong tac thu quy:

- Phy tréch cdng tac thu tién theo ding quy dinh, quan ly tién mit, viét bién
lai dung theo nguyén tac. Ghi chép so sach day du, r rang, khong tay xo6a, khong
dung but phu.

- T4t ca céc s6 liéu thu, chi déu phai cé chit ky ciia ngudi thu, ngudi nhan.

_ Chi xuét tién khi c6 di chimg tir, chi ky cta chi tai khoan, ké toan.

- Khéng str dung tién cta nha truong vao céc viéc riéng hodc cho vay.

- Hang thang (hogc theo dot) quyét toan c4c khoan thu chi.

- Kiém tra viéc nhép thuc pham trong bép an dam bao chét luong, s6 lugng

theo yéu cau.

- Tham gia viét tin bai giri 1én cong TTDT clia nha trudng theo phén cong.

- Thye hién cdc viée dt xuét khac theo sy phan cong ctia HT khi can thiét.

- Ngay 20 hang thang bao céo hoat dong y té va thu - chi véi hiéu trudng.

* Cam két trach nhiém: Chiu tr‘a'ch nhi¢m truoc phadp lugt, voi nganh, voi
hiéu truomg v&i phu huynh, hoc sinh vé chat lwong phu vu y té va cong tdac quan ly
tien mdt cua nha truong, cdc nhi¢m vy dwoc hiéu truong phan cong va theo quy
dinh ciia Diéu 16 truomg Tiéu hoc doi voi nhan vién y té, thii quy.

d. D/c Nguyén Nam Son - Nhan vién thw vin, thiét bj d6 dung:

* Cong téc thu vién:

= Ph}l trach va chju trach nhiém vé cong tac thu vién, ghi chép hd so nghiép
vu cap nhat. Thyc hién tot ing dung CNTT, séng tao trong phuc vu ngudi doc,
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phong phii céc hinh thic gidi thidu sach trudce toan truong it nhét 11an/thang (Guri
bai gi6i thiéu cho d/c HT duyét trude khi thye hién gioi thiéu sach).

- Chu déng xdy dung ké hoach hoat dong cua thu vién truong hoc phi hgp
voi tinh hinh cia nha truong.

- Chiu trach nhiém quan ly sach, tai liéu, d6 dung cua thu vién. Thuong
X}Jyéq tu sira, bao quan sich, tai liéu, CSVC dam bao ding chuan. V¢ sinh sach s€
sap xép gon gang va lam dep phong thu vién.

- M@ ctra thu vién cho gido vién, hoc sinh doc tht ca cac ngay trong tuan.
Hang ngay Gitip d& gido vién tim muon sach thuan lgi nhiét tinh.

- Theo d&i luu trit gido 4n dién tir cua tit ca gido vién toan truong. Giup d&
gido vién muon gido an dién tir giang day.

- Chiu trach nhiém phét hanh séch dén 100% hoc sinh.

- Cho GV muon séch phuc vu giang day va thu lai du khi nam hoc két thic.

- Chu dong dé xuat phuorng 4n mua sm séch,, bao tap Chi phuc vu cong tac
thu vién. Khi duge HT chap thuan méi dugc mua sam.

- Theo ddi hoat dong doc ciia GV, HS chat ché.

- Thé hién nép song vin minh trong giao tiép trong phuc vu.

- Tham gia viét tin bai giri 1én cong TTDT cua nha truong theo phéan cong.

- Hang thang so két trude hoi dong két qua dat duoc va phuong hudng
cOng tac thang tdi.

‘ s Thuc hién cac viéc dot xuat khéc theo su phan cong cua Hiéu trudng khi
can thiét

- Ngay 20 hang thang béo cao hoat dong thur vién voi higu truong,.

x Cam két trach nhiém: Chiu trach nhiém trude voi Hiéu truong vé chat
luong cong viéc cdc nhiém vu duoc phdn cong.

* Cong tac thiét bi, db ding:

- Tich cuc, chu QQng dé xuit v6i nha truong vé’ ké hoach mua sam, str dung

va bao quan do dung dé viéc sir dung dat hi€u qua nhat.

- Pép tmg dly dit céc yéu chu ciia gido vién va hoc sinh ve tai lidu do dung

day hoc trong pham vi cho phép.
e Phu trach ya‘x chiu trach nhi¢ém vé cong tac khai thac sir dung va bao quan
do dung, trang thiét bi trong nha truong,

- Phy trach phong dd diing ca trudng, cho gido vién muen DPDDH phuc vu
giang day va thu du khi ndm hc_)c‘ két tht:lc, kiém ké, bao quan PDDH, ghi chép 1}6
so nghiép vu cap nhat; C6 du ho so, so sach theo quy dinh. V¢ sinh sach sé€ sdp
xép gon gang phong do dung.

_Theo d&i sét sao hoat dong sir dung d6 ding ciia GV, HS.
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- Phébi hop cing GV lam méi thém nhiéu d6 dung day hoc. Tham gia dédnh
gia xép loai viéc lam moi dd dung. Bao quan gitr gin su dung do dung.

- Té chure tu sira, thanh ly d6 dung cii hét han st dung.

- Tham gia viét tin bai guri 1én cong thong tin dién tur cta nha truong theo
phén cong.
- Thue hién tham gia quén Ii gior doc sach ctia hoc sinh theo thoi khéa biéu
va tham gia cdc cong viéc khéac khi duge BGH phén cong.

- Ngay 20 hang thang béo cao KQ hoat dongvai d/c lanh dao phu trach.

* Cam ket tréch nhiém: Chiu trdch nhiém trudc véi higu truong vé voi
Hiéu truomg vé chat luong cong tdc thiét bi, do dimg va cdc nhiém vu khdc dugc

Hiéu truong phdn cong.

h. Nhan vién bio vé: Gii gin trit tw, an ninh trong nha truong:

- Pam bio an toan cho thdy va trd trong gio hoc, lam viéc.

- Chép hanh dng cac quy dinh cia phép ludt trong hoat dong bao vé
truong hoc.

. e Khi thuc hién cac hoat dong dich vu bao vé phai mac trang phuc, deo
bién hiéu theo quy dinh.

- C6 tréch nhiém bao v¢ tai san, an ninh trong truong hoc. Trong khi truc
béo vé, néu phat hién céc vu viéc c6 lién quan dén an ninh, trat tu Xay ra trong
khu vuc bao vé nhu: chay, nd, tai nan gdy thuong tich; gay roi trat tu hoic nhimg
hanh vi khéc c6 dau hiéu toi | pham, thi nhan vién bao vé dang thyuc hién nhiém vu
tai noi do, c6 trach nhiém cép ctru nan nhén, bdo v€ hién truong va tién hanh cac
bién phap can thiét nhim han ché dén mirc thip nhat thiét hai xay ra, dong thoi
phai bao ngay cho hi¢u trurong, co quan Céng an noi gan nhat dé c6 bién phap xur
Iy kip thoi. Néu dé mét mét tai san trong ca truc phai hoan toan bdi thudng theo
quy dinh phap luét.

- C6 nghia vu tur chéi thuc hién céc hoat dong tri phap luit trong khi thuc
hién nhiém vu bao vé.

- Thuc hién nghiém tic ché do thong tin bo cdo theo quy dinh

- C6 trach nhiém giup khach dén trudng, cong nhan vién dua xe vao ding
noi quy dinh. Thyc hién giao ti€p cdi md, lich su.

- Thuc hién nhiém vu khéc khi hi¢u truéng, HP phan cong.

- Peo thé nhén vién bao vé dung ca truc.

- Sinh hoat véi to VP.

* Cam két tréch nhiém: Chiu trdach nhiém truéc phdp Iuat voi hiéu tru'ong
Vé cong tdc an ninh trdt te truong hoc dim bdo an toan vé tai san cia nha

truong, cua gido vién, hoc sinh.
i. B0 phan lao cong:
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- Lam vé sinh toan bd trudng hoc, 16p hoc, gitt tru'omg luén xanh - sach -

dep, nha vé sinh sach s, khé rao, khong dé hong céc dd dung cua cong.
- Thye hién nhiém vu khi hi¢u trudng, HP phan cong
- Chu dong dé xudt bién phap dé truong hoc sach dep
* Cam két trdch nhiém: Chiu trdch nhiém voi hi¢u truong vé cong tdc vé
sinh cac khu vuce trong truong hoc.

Luuy:
- GV va nhan vién thyue hién lich lam viée theo thoi khoa biéu.

- Ngoai nhimg nhiém vy dugc phan cong trén, toan thé tap thé, CBGV,
CNV nghiém tuc thye hi¢n: Dang ky viéc lam theo tu tudng, dao dirc, phong cacl'f
Ho Chi Minh, t6 chire day 1ong ghép trong mén dao dirc cho hoc sinh theo su chi
dao cac cap. Danh gid hang thang nhiém vu dugc giao.

- Cac dong Chi CBQL, GV, NV thuc hién cac cong tac khac do hiéu
truong phan cong khi ¢6 yéu cau méi.

IV. BANG PHAN CONG CHI TIET
(C6 bang phu luc kem theo)

o T
Dugc quét bang CamScanner


https://v3.camscanner.com/user/download

BANG PHAN CONG CHI TIET NHIEM VU CUA GIAO VIEN TRONG HOC Ki 11, NAM HOC 2023-2024
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* Hanh chinh - Vin phong

I | Hira Thj Thu Huyén

1968

PH | QL

1990

+ Phu trach quan ly nha
trudmg
+ Day 2 tiét/tuan I6p 1A4

2 | Ngd Xudn Truc

1973

QLGD

1993

PHT

+PhulrichCMkh5'i';éS

+ Cong tac Ban tri, Pho cép
gido dyc, co s& vit chat, 46
ding, thr vién, PCCC, Y té,
Chir thap d6, bdo céo thing
+ Day 4 tiét/tuan (2 tiét I6p
4A4, 2 tiét 16p SA3).

3 | Lé Hanh Nguyén

1982

bH | GDTH

2008

PHT

+ Phy trich CM khdi 1,2,3;
+ Cong tic KTNB, KDCL,
CQG, Hoc sinh sinh vién,
ngodi gid 1én 16p, Cong
nghé thong tin + béo cdo
thing

+ Chu tich Cong doan

+ Day 4 tiét/tudn (2 tiét 1p
2Ad4, 2 tiét 16p 3A4).

4 | Chu Thj Thu Hién

1985

PbH KT

2006

NVKT-

+ Ké toan - Van thu - Théng
tin tong hop, cong nghé
thong tin.

+ Phy trach phong hanh
chinh

Nguyén Thj Huyén
Trang

1985

PH KT

2020

NVVP

+ Viin phong - Thong tin
tong hop, cong nghé thong
tin.

+ Phy trach phong HDSP
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Trinh 4§ Nhié¢m vy duge phiin cong sé sb tibt Sé tiét Sb tiét
TT Ho va tén e e tiét | gf | Sbdét [ kiem gi‘z; Tong gi?l';'.‘w c';fg Ghi
sinh ) % vio ) theo | (idt chi nhig¢m o o : vaHD | cha
Daotgo | nganh | noapp [ VTVL Nhigm vy quy | thye | ohigm | cao [ 47 don | phong
dinh | gqy nhit | < a0 e
+Cong tac y té, chir thap
do, t6 truémg o ban tri, phu
S NVYT- | trach kiém soat si sb, luwu
6 |NguydnThiTodn | 1983 | CP | Ysi |[2008| TQ | com bntr. =
ITVP | + Thu quy.
+ Phu trach phong Y te.
+ Uy vién BCHCD
+ Phu trach cong téc thu
vién, quan li HS, gido vién
QTKD doc sich. Phdi hop quan li
x CC NVTB | 1 s6 gi¢r doc sach cua HS.
7 | NguyénNam S 1999 ( gidr doc
ErRe SR PH | Thr [ 22| "BD | Phytrkch phiong the vién - <
vién) + Phu trach cong tac thiet
bi, d6 ding.
+ Phu trach phong dd dung.
+ Téng phu trach D6i1;
3 . ~ GV + Phu trach phong doan déi,
8 | Pinh Ta Anh 1980 | PH AN TPT | phong truyén théng 2 | 13 5 5 | HBT
+ Giang day mén Am nhac
9 | Giang Ngoc Tu 1977 | THPT 2012 | NVBV | Bao v€ an ninh trudng hoc HD68
i %7 + Bao v¢ an ninh trudong hoc
10 | Lé Van Thanh 1983 | THPT 2019 | NVBV -Gk s Sy cath HD68
11 | Nguyén Vin Trinh 1986 | TC 2012 | NVBV | Bao v¢ an ninh truong hoc HD68
12 | Nguyén Thj Thanh 1963 | THPT 2021 | NVLC | Lao cong, tap vu, vé sinh HDT
13 | Nguyén Thj Thanh 1980 | THPT 2021 | NVLC | Lao cdng, tap vu, vé sinh HDT
* T 1:
Y 3-
1 | Hoang Hai Yén 1989 | PH | GDTH | 2010 | GVCN | Phu trach 16p 1A1 23 | 21 GVCN 24 1 435 BC
5=
2 | Hoang Thj Vuong 1968 | CP | GDTH | 1987 | GVCN | Phu tréch l16p 1A2 23 | 21 GVCN 2 1 435 BC
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Trinh 4§ Nhig¢m vy dwge phén cong sé sé tide Sb tiet Sb tiét
d Thira ting -
Ho va tén '::: Chuyén r:::' .m ﬂs:( tht:& Ik:t!- ;’t b ol Lol e e Gllh'I
Daotao | nednh | pgapy | VTVL Nigw vy quy | thyc | nhigm ca0 :9 * ;:Yh :0“2 .
djnh day nhit ehé 49
. . z 3' 4 (CO“
ChuThiHdng Van | 1996 | DH | GDTH | 2021 | GVCN | Phu trich l6p 1A3 23 | 21 | Gven dusil| o | 5 | 435 | BC
tudi)
i _ Gven | Phu tréach 16p 1A4 3-
Hoang Hanh Ngin | 1991 | DH | GDTH | 2017 | S¥CN | + T4 truomg CM 23 | 21 [Gven| 3 » | 4 |43 | BC
+ Uy vién BCHCD
I 3.
‘ VCN |+
Doan Thu Lidu 1990 | PH | GDTH | 2011 %gg: i 52“,,',{?&'4"" i 23 | 21 |GveN| 1 s | 2 | 435 | BC
Dang Nhit Linh 199 BTCD
ang Nhat Li s| PH | GHTH | 2020 | 200 | GV dytri
A
2:
Nguyén Thu Hié 3-
Tg‘uy uHién [1997| cP | GDTH GVCN | Phu tréch 16p 2A1 3] 2| o | e s
rin Ngoc Khanh - 3
oy 1998 | PH | GDTH GVCN | Phy tréch 16p 2A2 R PR x| e
. 3-
Pham Thanh Huyén | 1995 | DH | GDTH | 2019 | 9Y% I?‘},"pﬁfgh‘d"" “as 23 | 21 |[GVON| 55 | 2 | 53| BC
: 3-
Duong Thi Thanh Ha | 1992 | PH | GDTH | 2014 ?.}'gg Y ig“wfbﬂ’g‘gpd'“ 23 | 21 |GVON| 3 57 | 4 | 535 | BC
Binh Thi Hong 1997 | BH | GDTH | 2018 | GVCN | Phu trich l6p 2AS 23 | 21 | o auci1 s | s3s | BC
Duyén GVCN tudi) 28
Duong Thi Khué 1990 | PH | GDTH | 2016 | GVCN | Phy trich 16p 2A6 23 | 21 GS'CN 24 | 1 | s35| BC
3:
Nguyén Thj Xuén ; 3-
i 2000| PH | GDTH GVCN | Phuy trach 16p 3A1 23 | 19 | corn b 485 | HOT
D5 Thi Thu Huyén | 2000 | CP | GDTH GVCN | Phy trich 16p 3A2 23 | 19 GSEZN = 485 | HDT
Neguyén Mai Anh | 1996 | DH | GDTH | 2020 | GVCN_| + Phy trach 16p 3A3 B9 3 | 1 BC

oL
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] D I vy v T —— T ——
i T ’L Ho vi tén Nim ‘_“—"m‘."* | T P——————— h#____T s o | of gt b depe | e Thirs ey Ghi
' sink n | e { o | o o6 | sbim | gidm r‘ o then | cwimg pron
| j Daotgo | medmh | ollh [ VIVL Nhigm vy o | aye | itm | e | : : | :2
{ ‘} _J;* ——— e “ *’ . “ ! '“ q . r rie .l-
1 1 TPCM | + T8 phd CM GVCN | | | 23 | | 485 | :
| { i
] : | | - !.
\ - | |
4 | Pham Thi Hing 1974 | PH | GDTH GVCN | + Phy trich ldp 3A4 ! |
1 l, N 1996 | TTCM | + T4 truomg CM 219 |GVON| 3 | E 25 | 2 |aas|BC
r i 4 - -
5 |Pham ThiThuHién | 1994 TC |GDTH | 2020 | GVCN Phy trach 16p 3A5 23|19 Gj‘CN i ; f 485 | BC
6 | NguyénNgocThw | 1983 | DH | GDTH | 2007 | GVCN | Phy trach lop 3A6 23| 19 Ge-cn 2 E 485 | BC
7 | Vii Thi Lé Hoa 1975 | DH | GDTH | 1996 | GVDT | GV dy trir i~ BC
*To 4: f ‘
I | Bui Hong Thiy 1997 | PH | GDTH GVCN | Phy trich 16p 4A1 23 | 21 G\fCN 24 | 1 | ass | HT
2 | Bai Bich Nhung 1998 | PH | GDTH GVCN | Phuy tréch 16p 4A2 23 | 21 G\:;-CN 24 | 1 | a3 |HOT
GveN |+ Phu trich 16p 4A3 3.
3 | Nguyén Thj Dirc 1989 | PH | GDTH | 2014 TPcM | * T6 phé CM 23 | 21 [GVON| 2 26 2 485 | BC
+ Uy vién BCHCD
3-
Trinh Thj Hong GVCN | + Phuy trach 16p 4A4
Ll Pt 1980 | DH | GDTH | 2010 | prv | L paf o 2 CM 23 | 21 [GVCN| 3 27 | 4 | 435 | BC
- 3-
S | Dinh Thi Quinh Anh | 1995 | DH | GDTH [ 2023 | GVCN | [ Thbireh I 4AS B 0l | 2 % | 3 |48 | BC
6 | Kiéu Thanh Hing 1994 | CP | GDTH GVCN | Phy tréch 16p 4A6 23 | 21 Gém 24 1 | 48 |HPT
7 | Trén Bich Ngoc 1996 | PH | GDTH | 2020 Nghi thai sin tir thang 12/2023
*To 5:
I | NguyénKhinhHoa |1997| PH | GDTH GVCN | Phy trich 16p SA1 2| 21 GS‘CN 24 | 1 | 535 [mBT
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Sb tiét S tiét
Trinh 4§ Nhi¢m vy duge phin cong sb shuiér | Théa ting .
TT Ho v tén Nim Chugén N:"' tiée | sf | Sbtiér | iem ;;: Téng | gittheo | cwimg Gh,'
sinh vio theo | i chi nhi¢m rir b quy vaup | cha
Dao tao nganh nganh VTVL Nhi¢m vy auy | thye nhi¢m ca0 Prind dinh ghong
dinh day nhdt ché 89 trio
2 | Dao Thj Hai Anh 1990 bH GDTH | 2019 | GVCN | Phy trach 16p 5A2 23| 2 G\?&N 24 1 535 BC
. 3
o GVCN | + Phy tréich 16p SA3
3 | N M
guyén Mai Lién 1981 bH GDTH | 2007 TPCM | +Té ph6 CM 23 | 21 | GVCN 1 25 2 535 BC
3
: . . GVCN | + Phu trach 16p 5A4
4 | Pinh Thi Anh B
1 1 a0 1978 bH GDTH | 2007 TTeMm |+ 18 trudmg CM 23 | 21 | GVCN 3 27 4 5,35 BC
5 | Mai Thi Thu Ha 1976 bH GDTH | 1997 | GVCN | Phu trach I6p SAS 23 | 21 G\:;.CN 24 1 5,35 BC
Dinh Thi Minh 3-
6 Thanh 1984 bH GDTH | 2012 | GVCN | Phuy trach 16p SA6 2371421 GVCN 24 1 5,35 BC
7 | Tran Thu Trang 1980 bH GDTH | 2002 | GVDT
*T6 B) mon:
1 = , + Giang day mon GDTC
Nguyén Phong Phu 1981 bH GDTC | 2007 | GVBM + Phé Chii tich cdng dodn 23 | 26 4 30 7 2PT BC
2 | NguyénThiThay |1977| PH | GDTC | 2008 (1}'}/3:4/1 +Gikng day ma GOTC ™} 25 4l 29 o | 9 | 27| BC
R ; + Giang day mon M7 thudt
Doan Thi Thanh GVBM 2 6
3 Phong 1978 bH Hoa | 2008 TPCM + To phé CM 23 15 1 16 +2PT BC
+ Giéng day mon Mi thuat
e as Toe + To trudng CM 5
4 | Pham Thi VigtBinh | 1980 | DH | Hoa | 2000 | GVBM | po Wi S 23 | 14 3 v oawr | B8
(TBTTND)
——— G -
5 ey Kl PH | Nhac GvM | tClingdeyminAmohec | 5 | 5, 16 6 |HDT
Huyén 2000 -
6 | Nguyén Thj Thiy 1977 pH | NN | 2008 | gvBMm | *Cidngday Tieng Anh 23 | 24 24 1 | 2pT | BC
. N + Giang day Tiéng Anh
7 | Ngb Thi Ngoc Huyen | 1995 | PH NN GVBM | | Day Tiéng Anh lién két 23 | 16 16 HDT
Nguyén Thi Minh + Giang day Tiéng Anh
9 Phuong 1978 bPH NN 2010 | GVBM +Phé TPT 23 20 20 2PT BC
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F Trinh d§ - Nhi¢m vy dugce phin cong 52 o ﬁeﬁé1 5"6;;:' T 5.5;::' =
é Nim : m tift | sh tidt m . ) i
T Hg va tén sink Ch.{yen vio s || ok prize ahiém g:::. T&ng g): “c;co 5:‘{,"‘5 b
Diotao | nganh | poann | VTVL Nhi¢m vy quy | thye | nhi¢m cao theo dinh phong
dinh | day nhit ché a9 -
Nguyén Thi Tuyét
10 ngy Y 1998 | DPH NN GVBM | + Day Tiéng Anh lién két HDT
+ Giang day mon Tin hoc
Nguyén Thi Thu : + Phu trach hoat dong
1 | B 1982 | PH g“; 2023 | umy | ONTT (PTONTT) 23 | 24 24 | 1 | 2pT | BC
9 + Phu trach phong Tin hoc
(PTPTH)

* Chix viét tdt: BC (Bién ché); HDT (Hop dong truong); PH (Pai hoc); CD (Cao dang); TTCM (T6 truing CM); TPCM (T6 ph chuyén mén); GVCN
(Gido vién chu nhiém); GVBM (Giao vién bo mon); GDTH (Gido duc Tiéu hoc); GDTC (Gido duc Thé chat); NN (Ngoai ngir); CBGV (Can b¢ gido
vién); BCHCD (Ban chap hanh Céng doan).
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