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CONG HOA XA HOQI CHU NGHIA VIET NAM
Dge Idp - Ty do - Hanh phiic

Long Bién, ngay 18 thang 09 nim 2021

PHAN CONG CU THE CHO TUNG PHONG
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Ho va tén

Nhiém vu

Nguyén Thj Kim Thuy

- Quan ly, chi dao chung toan truong

- Truc tiép quén 1y chi dao cac mdt cong
tac: Quan ly K& hoach - Tai chinh, quan 1y
thu chi; Quan ly d6i ngii; Quan Iy cong tac
thanh tra, kiém tra; CAi céch hanh chinh;
Quan 1y td chtic day va hoc, cOng tac ban
trit; Quén 1y cong tac kiém dinh chét luong;
Quén Iy chi dao didu hanh céc bd phéntrong
nha trudng.

Nguyén Thi Thu Phuong

- Phy tréch tai san phong phé hiéu truéng

- Lap ké hoach, phén cong CBGVNV phy,

—

trach timg phong

thiét bi CNTT

- Thuong xuyén kiém tra dénh gid két qua
trién khai thuc hién mé hinh Truomg hoc dién
tir theo thang, bao cdo d/c Hiéu trudng,

- Nghiém thu Céng TTPT (nghiém thu vé
giao dién, cdc chirc ndng, cdc chuyén muc
theo dau bai). Tiép nhan trang thiét bi theo
ding sé lugng, ching loai va thong sb k¥
thuat chi tiét trong bién ban ban giao, ky
bién ban khi d4 nhan du trang thiét bi theo
sb Iugng trong bién ban ban giao.

- Huéng dan céc CBGVNV khai thac, van
hanh hiéu qua cac thiét bi CNTT. C6 sb
theo ddi, kiém tra dénh gia viéc thuc hién
cua GVNV so véi quy trinh quy dinh.

Nguyén Thi Hi My
Bui Thi Hanh

- Phu trach tai san CNTT cic phong da
nang: may tinh, Projector, bang tuong tac
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- To chic tap hudn, hd trg gido vién cac
phin mém phd bién, Ung dung trong céng
tdc day va hoc

- Lap sb sach, hd so theo di viéc su
dung, khai thic, bao tri cdc thiét bj CNTT
trong nha trudng (Mo sé nhdt ky hang
ngay, theo doi viéc sir dung, khai thdc,
béo tri cdc thiét bji CNTT trong cdc
phong, nhém, Iop).

Nguyén Thi Hai Ha
Nguyén Ngoc Tram

- Phu trach tai san van phong

- Tham muu céng tic xdy dung, sira chita,
mua sim tai san, trang thiét bi, dd dung,
vin phong phém, cac loai hop dong va céc
diéu kién khac phuc vu cho nha truong.

- Truc tiép xir 1y c4c vin ban thudc linh vuc
chuyén mén dugc phin céng phu trich
hang ngdy qua hom thu dién tr. Khong
dugc phép dé bao 16i d6 chua hoan thanh
diing tién do.

Giao vién chu nhiém céc
16p

- Phu tréch quén ly tai san trong 16p hoc ctia
minh: mdy tinh, mdy in, Projector, hé théng
am thanh giang days,...

- X4y dung ké hoach giang day kiém tra hd
s0, du gid, tu van, rit kinh nghiém sau mdi
tiét day

- Phéi hop v6i cé4n bd CNTT

- Khi c6 su c6 xay ra dbi v6i cac thiét bi
CNTT, cin bdo cho can by CNTT @& kip
thoi stra chira

Nguyén Thi Hong Khanh
Dinh Thi Huong
V& Thi Liéu

- Phy trach quan ly tai san trong phong héi
déng, phong chirc ning do t6 minh quén Iy
(T6 Tu nhién: Phong Héa, Sinh, Ly, Tin
hoc; T6 Nang khibu: 2 phong Ismart, cdc
phong Language Link) gdém cdc trang thiét
bi: mdy tinh, mdy in, Projector, hé théng 4m
thanh giang day, bang tuong tac ....

- Xay dung k& hoach gidng day kiém tra hd
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so, du gio, tu van, rit kinh nghiém sau méi
tiét day

- Phéi hop v6i can by CNTT

- Khi c6 su ¢ xay ra d6i véi céc thiét bi
CNTT, can béo cho can bé CNTT dé kip
thoi stra chita

Céc dong chi to bao vé

- Phu trach quédn ly tai san chung cua toan
truong

- Thudng xuyén kiém tra, ra soat cac thiét
bi tai cc phong hoc, phong chirc ning; dam
bao an toan v& tai san trong truong hoc

- Truc co quan 24/24 gid, theo déi ndm bit
tinh hinh x4y ra trong nha truong bdo céo
Lanh dao nha truong kip thoi xir ly. Péng
mo cua theo quy dinh ctia nha truong,
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