UBND QUAN NAM TU LIEM CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG THCS MY DINH 2 Déc 1ap - Tw do - Hanh phiic
S6: /QD-THCSMB2 My Pinh 2,ngdy  thang  ndm
QUYET PINH

Vé viéc phan cong nhiém vu can b, gido vién, nhan vién, nguoi lao dong
Nam hoc 2025-2026

HIEU TRUONG TRUONG THCS MY DINH 2

Can cir Thong tw 32/2020/TT-BGDPT ngay 15/9/2020 ciia Bé Gido duc va
Pao tao vé viéc ban hanh Piéu 1é trwong trung hoc co s6, trwong trung hoc phd
théng va treong phé théng cé nhiéu cdp hoc;

Can cir Théng tw s6 20/2023/TT-BGDPT ngay 30 thang 10 nam 2023 ciia
B¢ Gido duc va Pao tao vé viéc hwong déan danh muc khung vi tri viéc lam va
dinh mikc s6 heong nguwoi lam viéc trong cdc co s gido duc phé théng cong ldp;

Can cur Thong tw 05/2025/TT-BGDDT ngay 07 thang 3 nam 2025 cua Bo
Gido duc va Pao tao vé viéc quy dinh ché dé lam viée doi véi giao vién phé
théng du bi dai hoc;

Can cir vao nhiém vu giao duc THCS nam hoc 2025-2026, xét nhu cau,
nang luc, trinh do chuyén mon - nghiép vu cua can bo, gido vién, nhan vién.

QUYET PINH:

Piéu 1. Nay phan cong nhi€ém vu cho can b, gido vién, nhan vién, nguoi
lao dong trong hoi dong sur pham truong THCS My Dinh 2 nam hoc 20245-2026
(c6 danh sach kem theo).

Piéu 2. Can bo, gido vién, nhan vién trong Hoi déng su pham can cr vao
nhiém vu cu thé duoc phan cong c6 trach nhi€ém xay dung ké hoach hoat dong
va thyc hién ké hoach cho phu hop véi dic thi cong viéc duge giao.

Piéu 3. Cac 6ng (ba) c6 tén tai Piéu 1 ¢o trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: HIEU TRUONG
- Nhu Diéu 3 (dé t/h);
- Luu: VT.

Bui Thi Ngoc Lan



TRUONG THCS MY DINH 2

BANG PHAN CONG NHIEM VU CHO CAN BQ, GIAO VIEN, NHAN VIEN, NGUOI LAO PONG NAM HOQC 2025 — 2026

(Kém theo Quyét dinh sé

HQC KY I (ap dung tir ngay 05/9/2025)
/ODb-THCSMB2 ngay / / cua Hiéu truong Truong THCS My Dinh 2)

1. PHAN CONG CAC CHUC DANH CHU CHOT

TT Ho va tén

Chirc vu

Nhié¢m vu

1 | Bui Thi Ngoc Lan

Bi thu Chi
bo - Hiéu

trudng

- Thyc hién theo quy dinh tai cac vin ban quy pham phap luat, vin ban huéng dan chic ning, nhiém vu,
quyén han, co cau to chirc va hoat dong cuia co s& gido duc phd théng theo Thong tu 32/2020/TT-BGDDT.
- Chiu trach nhiém truc phong UBND phuong Tir Liém vé quan 1y nha nude vé gido duc trong nha trudng.
- Quén ly va diéu hanh moi hoat dong ctia nha trudng, triéu tap va chu toa cac hoat dong cuia nha
truong, to chirc chi dao trién khai cac chu truong ctia Pang, Nha nudc va cac cip toi can b, gido vién,
nhan vién, nguoi lao dong, hoc sinh trong nha trudong.

- Chi dao, quan 1y va giai quyét cong viéc sau: Chi bd; Chuong trinh nha trudng; Xay dung KH gido
duc nam hoc; Xay dung Ké hoach chién lugc gido duc nha truong giai doan 2025-2030 tam nhin dén
niam 2035; diéu chinh b6 sung ké hoach hang nim; Ké hoach chuyén mén; Kiém dinh chat luvgng gido
duc; Cong tac Tai chinh; Nhan su; Cac van dé lién quan dén chinh sach cua CB, GV, NV, NLD; Quy
ché dan chu; Ba cong khai; Dbbi méi quan ly; Ban hanh céc ké hoach giao duc; Cai cach hanh chinh;
Quy ché chi tiéu ndi bo; S6 diém dién tir; Tuyén sinh; Hoat dong chuy@n mén; Chat luong vin hoa;
CL thi vao 10; Tét nghiép THCS; Hudéng nghiép, Cac chuong trinh hop tac; Y t&-CTD; Vin nghé-
TDTT; Cac cudc van dong Xa hoi hoa; CLBHS; Website; Cong tac chu nhiém; T6 chuyén mén; Hoc
sinh chuyén dén, chuyén di; Cap phat bang; Ché do chinh sach; Phat hanh SGK, Vin thu luu trir; TA
lién két, toan TA, KNS, Stem; Giam sat cac cong viéc cua Phé Hi¢u truong, cac doan thé.

- Thyc hién cong tac chuyén mon giang day mdi tuan 2 tiét HDTN (6A4, 6A7)

2 | TrAn Thu Ha

Pho Bi thu
CB -
P.Hiéu
truong

- Thyc hién theo quy dinh tai cac viin ban quy pham phap luat, viin ban huéng dan chirc ning, nhiém vy,
quyén han, co cdu t6 chirc va hoat dong ctia co so gido duc phd thong theo Thong tur 32/2020/TT-BGDDT.

- Chiu trach nhiém va chi dao thuc hién mét sb linh vuc nha treong do Hi¢u trudng phan cong, cu thé
nhu sau: Phét trién Pang; Phy trach to6 KHTN; Kiém tra ho so chuyén mén KHTN; Chat lugng vin
hoa, CL thi vao 10; Ké hoach TA lién két, toan TA, KNS, Stem, NN2; Hoat dong NGCK; Thi HSG;
Phu dao HS yéu kém, bdi dudng HSG; Céc cudc thi cia HS; Boi dudng CB, GV, NV; Pho cap gido




duc; SKKN;chuyén dé; Tinh chi tiéu thi dua; Phan cong GV day thay, day bu; Tinh tiét GV, theo doi
ngiy cong, né nép GV; Duyét dé thi cua T6o KHTN; Giang day NSTLVM, HPTN- HN, UDCNTT,
Kho hoc liéu sb, chuyén doi sb; Truong hoc hanh phic; Hoc tap sudt doi; Tuyén truyén dich vu cong;
ATGT, AN, ANTT; Phong chay chita chay.

- Thyc hién cong tac chuyén mon giang day mdi tuan 4 tiét KHTN-H (8A3, 8A6, 9A5)

- Thyc hién theo quy dinh tai cac vin ban quy pham phéap lut, vin ban huéng dan chiic ning, nhiém vy,
quyén han, co cdu t6 chirc va hoat dong ctia co s& gido duc phd théng theo Thong tur 32/2020/TT-BGDPT.

- Chiu trach nhiém va chi dao thuc hién mét sb linh vuc nha truong do Hiéu trudng phan cong, cu thé
P.Hiéu nhu sau: Khung canh su pham, v€ sinh; Cac phong trao VN, TDTT; Hoat dong D01, Ho so Hoi
truong CMHS; banh gia xép loai CB, GV, NV, NLD; Céc cudc thi cia GV, NV; Quy tac ung xu; Ky cuong
HC; Tu thién- nhan dao; Thi dua - khen thudng; Phu trach t6 KHXH; Kiém tra ho so chuyén mon
KHXH; Gido duc dao dtrc, né nép hoc sinh; CSVC, lao cong, bao v¢; TKB; Tai san; Thu vién; Ban
tr0; Kiém tra ndi bo; Thiét bi; Tham véan hoc duong; Phong chéng tham nhiing, don thu.

- Thyc hién cong tac chuyén mon giang day mdi tuan 4 tiét GDTC (7A2, 7A4)

Nguyén Hong
Nhung

- Thyc hién theo quy dinh tai cac vin ban quy pham phap luat, vin ban huéng dan chirc ning, nhiém vu,
quyén han, co cdu t6 chirc va hoat dong ctia co s& gido duc phd théng theo Thong tu 32/2020/TT-BGDDT.
- Thuc hién cac nhi¢m vu cua giao vién THCS hang II.

Phéi hop vo1 nha truong phu trach va chi dao thuc hién mot s6 mat cong tac sau:

- Phu trach va chi dao cac hoat dong Cong doan phdi hop nha truong.

- Xay dung ké hoach ctia CD trudng. Phu trach cong tac thi dua khen thudng trong nha trudng.

Téng Thi Thu GV Sinh- | Xay dung huéng dan danh gia thi dua trong nha trudng theo quy dinh. Bio céo va so két theo dung

Phuong crcp | 4w dinh.

- Giam sat cac hoat dong gido duc nha truong

- Cham lo doi séng va quyén loi cta thanh vién cong doan.

- Trién khai va tham gia day du cac phong trao ctia cong doan nganh.

- Thyce hién cong tdc chuyén mon giang day va sinh hoat chuyén moén theo quy dinh: CN 9A2 +
HDTNI1 (9A2) + HDTN2 (9A2) + HDTN3 (9A2) + KHTN-S (8AL, 8A3, 8A7, 9A2, 9A3) + CNghé (7Al,
TA2, TA3, 7TA4, TA5, TAB)

- Thyc hi¢én cac nhiém vu khéc khi dugc phan cong.

GV Str- | - Thyc hién theo quy dinh tai cic viin ban quy pham phap luat, viin ban huéng dan chirc ning, nhiém vu,

Tran Thi My Hanh : 0 : :
ran 2 My Han TPTD quyén han, co cau to chirc va hoat dong ctia co s¢ gido duc pho thong theo Thong tur 32/2020/TT-BGDDT.




- Thyc hién cac nhiém vu cua giao vién THCS hang II.

Xay dung K& hoach va chi dao céac hoat dong cia Bo1 TNTP HCM; Cu thé hoa Ké hoach gido duc cua
nha truong béng cac ké hoach lién quan td chure thuc hién hiéu qua, thanh cong.

- Quan li va chiu trach nhiém ca nhan vé tai san Doi.

- Tham gia day du cac hoat dong cua HPD; hd trg fanpage cia trudng.

- Xay dung biéu diém thi dua cho Lién ddi, hd tro cac hoat dong gido duc nha truong, quan ly né nép
ctia HS, bao céo va so két thi dua theo diing quy dinh.

- Thye hién cong tac chuyén mon giang day va sinh hoat chuyén mon theo quy dinh: LSDL-S (9A1,
9A2, 9A3, 9A4, 9A5) + BDHSG

- Thyc hién cac nhi¢m vy khéac khi dugc phan cong

- Thyc hién theo quy dinh tai cac vin ban quy pham phap luat, vin ban huéng dan chirc ning, nhiém vy,
quyén han, co cdu t6 chirc va hoat dong ctia co s& gido duc phd théng theo Thong tur 32/2020/TT-BGDDT.
- Thyc hién cac nhi¢m vu cua giao vién THCS hang II.

GV Sinh, |- Ghi ddy du cac ndi dung cua cac cudc hop, nghi quyét va cac hoat dong cua nha trudng.
Vi Thi Phuong Thu KHTN- | - Pon dbc cac thanh vién trong t6 hoan thanh nhiém vu.
Thu ki HP | - Thyc hi¢n cong tdc chuyén mdn giang day va sinh hoat chuyén mon theo quy dinh: CN 7A4 +
HDTNI1 (7A4) + HDTN2 (7A4) + HDTN3 (7A4) + KHTN-S (7A1, 7A4, 9A1, 9A4, 9A5) + CNghé
(9A1, 9A2, 9A3, 9A4, 9A5) + BDHSG
- Thuc hién cac nhi¢m vu khac khi dugc phan cong.
- Thyc hién theo quy dinh tai cac vin ban quy pham phép luat, vin ban huéng dan chic ning, nhiém vu,
quyén han, co cau t6 chirc va hoat dong ciia co s& gido duc pho thong theo Thong tu 32/2020/TT-BGDPT.
GV Thé |~ Thuc hién cac nhi€ém vu cia gido Viél’{ THCS hang II.

Lé Thi Thanh duc - - Phu trach cong tac Poan; xay dung ké hoach va chi doa hoat dong cia Poan TNCS HCM.

Huong BT CD - Thyc hién cong tac chuyén mon giang day va sinh hoat chuyén mon theo quy dinh: CN 8A6 +
HDTNI (8A6) + HDTN3 (8A6) + GDTC (6A1, 6A2, 6A3, 6A4, 6AS, 6A6, 6A7, 8A2, 8A6, 9AL,
9A2, 9A3, 9A4, 9A5)

- Thuc hién cac nhiém vu khac khi dugc phan cong.
- Thyc hién theo quy dinh tai cac viin ban quy pham phép luat, vin ban huéng dan chiic ning, nhiém vy,

Dio Thi Hng Hanh GV vin— | quyén har'li co cféu té i:hﬁ:c va ?oat‘(?éng' (A:ua co s gido duc phd théng theo Thong tu 32/2020/TT-BGDPT.

TB TTND | - Thyc hién cac nhiém vu cua gido vién THCS hang IIL.

- Thyc hi¢n nhi€ém vu cua trudng ban thanh tra.




- Thyc hién cong tac chuyén mon giang day va sinh hoat chuyén mon theo quy dinh: CN 8AS +
HDTNI1 (9AS5) + HDTN2 (9A5) + HDTN3 (9A5) + Van (6A6, 8A4, 9AS5)
- Thyc hién cac nhi¢ém vy khéac khi dugc phan cong.

- Thyc hién theo quy dinh tai cic van ban quy pham phap luét, van ban huéng dan chirc nang, nhiém vy,
quyén han, co cau t6 chirc va hoat dong ctia co s¢ gido duc phd théng theo Thong tu 32/2020/TT-BGDPT.
- Thyc hién cac nhi¢m vu cua giao vién THCS hang II.

- Xay dung KH td, trién khai déy du cac nhiém vy theo KH cua truong; Chi dao, giam sat cac hoat
dong cua to.

9 | Nguyén Tuyét Lan GV Toan - | - Kiém tra hd so GV theo phan cong trong quy d%nh vé chuyén mon.
TTCM - Phan cong nhi¢m vu cho cac thanh vién trong t6; nhém.
- Dy gio danh gia ning lyc chuyén mon cia cac thanh vién trong t6. Riéng moén Tiéng Anh phdi hop
v6i 1 ddng chi phu trach nhém Tiéng Anh dé du gid. Mdi tudn du gio 2 tiét (Du gid dot xuét, bao céo
két qua du gio hang thang).
- Thyuc hién cong tac chuyén mon giang day va sinh hoat chuyén moén theo quy dinh: CN 8A2 +
HDTNI1 (8A2) + HDTN3 (8A2) + Toan (6AS, 8A2, 8AS)
- Thyc hién theo quy dinh tai cic vin ban quy pham phap luat, vin ban huéng dan chic ning, nhiém vu,
quyén han, co ciu t6 chirc va hoat dong ctia co s& gido duc phd théng theo Thong tur 32/2020/TT-BGDDT.
- Thuc hién cac nhi¢m vu cua giao vién THCS hang II.
- Xay dung KH t0, trién khai ddy du cac nhiém vu theo KH cuia trudng; Chi dao, giam sat cac hoat
- ) GV Vin — dcf)n'g; cua té'; o | . o
10 | Vii Anh Nguyét TTCM - Kiém tra ho so GV theo phan cong trong quy d{nh ve chuyén mon.
- Phan cong nhiém vu cho cac thanh vién trong t6; nhém.
- Dy gio danh gia nang lyc chuyén mon ciia cac thanh vién trong t6. Mdi tuan du giod 2 tiét (Dy gio
dot xuat, bao cao két qua du gid hang thang).
- Thyc hi¢n cong tac chuyén mén giang day va sinh hoat chuyén mon theo quy dinh : CN 6A1 +
HDTNI1 (6A1) + HDTN3 (6A1) + Van (6A1, 7A2, 9A2)
- Thyc hién theo quy dinh tai cac viin ban quy pham phép luat, viin ban huéng dan chirc ning, nhiém vy,
‘ GV Héa quyén han, co cau t6 chirc va hoat dong ciia co s& gido duc phd thong theo Thong tu 32/2020/TT-BGDPT.
11 | Tran Thi Huong TPCM - Thyc hi¢n cac nhi€ém vu cua gido vién THCS hang I1.

- Chiju trach nhiém truéc TTCM vé nhimng viéc duoc phan cong.
- Cung véi TTCM trién khai cac KH ctia nha truong.




- Phy trach hoat dong thiam hoéi hiéu hi cia to.

- Dy gio danh gia nang lyc chuyén mon ciia cac thanh vién trong t6, mdi tuan 1 tiét (Dy gio dot xuat,
béo cdo két qua dy gio hang thang véi to truong).

- Luu ho so thi dua cua t6, bién ban, két qua danh gia thi dua

- Thyc hién cong tac chuyén mon giang day va sinh hoat chuyén moén theo quy dinh: CN 8AS5+
HDTNI1 (8A5) + HDTN3 (8A5) + KHTN-H (8A1, 8A2, 8A5, 8A7, 9A1, 9A2, 9A3, 9A4) + BDHSG

12

Luu Thi Ngoc

GV Van -
TPCM

- Thyc hién theo quy dinh tai cac van ban quy pham phap luét, van ban huéng dan chirc nang, nhiém vy,
quyén han, co ciu t6 chirc va hoat dong ctia co s& gido duc phd théng theo Thong tir 32/2020/TT-BGDPT.
- Thyc hién cac nhi¢m vu cua giao vién THCS hang I1.

- Chiu trach nhiém truéc TTCM vé nhiing viéc duoc phéan cong.

- Cung véi TTCM trién khai cac KH cuia nha truong.

- Phy trach hoat dong tham hoi hiéu hi cia to.

- Dy gio danh gia ning luc chuyén mon cia cac thanh vién trong t6, mdi tuan 1 tiét (Du gio dot xuat,
béo cdo két qua dy gio hang thang véi to trudng).

- Luu ho so thi dua cua t6, bién ban, két qua danh gia thi dua

- Thyuc hién cong tac chuyén mon giang day va sinh hoat chuyén mén theo quy dinh: CN 7A1 +
HDTNI (7A1) + HDTN2 (7A1, 9A4) + HDTN3 (7A1) + Van (7A1, 8A2, 9A4)

III. PHAN CONG NHIEM VU GIAO VIEN

Thuc hién cong tac chuyén mén giang day va sinh hoat chuyén mén theo quy dinh (C6 bang phan cong nhiém vu cu thé kém theo)
Thuc hién cac nhi€ém vu cua vién chic gido vién duoc quy dinh tai Diéu 27, Thong tu 32/2020/TT-BGDDT ngay 15/9/2020 ctia Bo
Gio dyc va Pao tao vé viéc ban hanh Diéu 18 truong trung hoc co so, truong trung hoc phd thong va truong phd théng co nhicu cap hoc;
Thuc hién nhiém vu theo vi tri viéc lam dugc quy dinh tai Diéu 2a, Diéu 3, Diéu 4, Diéu 5 Vin ban hop nhat 10/VBHN-BGDDT ngay
21/7/2023 hop nhat thong tu quy dinh vé mi s, tiéu chuan chirc danh nghé nghiép va bod nhiém, xép luong vién chuc giang day trong
trrong THCS cong 1ap do Bo trudng B6 GDDT ban hanh.

Thuc hién mét s6 cong viéc khac khi duge Lanh dao, quan 1y nha trudong, to6 chuyén mon, cac to chirc khac khi dugc Hiéu trudng uy

quyén phan cong.




A Kiém Chu A . R £k
T Ho va tén nhiém | nhiém Phan cong chuyén mén So tiéet
- HDTNI (8A1) + HDTN2 (7A3, 7A5, 8A1) + HDTN3 (8A1) + Toan (6A3,
Thay Binh Al 1
1 Nguyén Thuay Bin 8 SAL, 9A2) 9
\ + + + A
2 | L6 Thi Huyén 6, | HDTNI (6A2) + HDTN2 (6A2, 7A2, 9AI) + HDTN3 (6A2) + Todn (6A2, |
7A1, 8A3)
én Thi Thanh
3 Egu’éfzn bohan 7A2 | HDTNI (7A2) + HDTN3 (7A2) + Toan (6A1, 7A2, 9A1, 9A5) 20
uy
5 7 N HDTN2 (6A1, 6A3) + Toan (7A5, 8A7) + Tin (6A1, 6A2, 6A3, 6A4, 6AS,
4 Huy T L 1
Nguyén Huy Tudng oa dai 6AG, 6A7, TA1) 9
— . HDTNI (9A3) + HDTN2 (8A2, 8A3, 8A4, 8A5, 9A3) + HDTN3 (9A3) +
5 [N Thi Th G 9A3 |, 19
A o vl Toén (8A4, 9A3)
o HDTNI (6A6) + HDTN2 (6A5, 6A6, 8A6) + HDTN3 (6A6) + Toan (6A6
6 | Lé Thi Hong Tién 6AG (6A6) (6AS3, 6A6, 8A6) (6A6) + Toan (6A6, | 4
8A6, 9A4)
7 | Tran Manh Hung Toan (6A7) 4
8 Nguyén Thi Thuy Toan (7A4, 7A6) 8
9 Bui Thi Ngoc Tram Toéan (7A3) 4
. Tin (7A2, TA3, TA4, TAS, TAB, 8AL, 8A2, 8A3, 8A4, 8A5, 8A6, 8A7,
10 | Phing Thi Oanh Ta 19
ung Hh Lan 4p su OAL, 9A2, 9A3, 9A4, 9AS)
o HPTNI1 (6A7) + HDTN3 (6A7) + KHTN (6A2, 6A7) + KHTN-H (7AL,
11~ | Do Thi Linh OAT | 7 A2, 7A3. 7A4, A5, TAG, 8Ad) 19
o , KHTN-S (7A2, 7A3, 7A5, A6, 8A2, 8A4, 8A5, 8AG) + CNghé (6A1
12 | Nguyén Anh Tuyét (TA2,7A3, 7AS, TA6, 8A2, 8A4, BAS, BA6) + CNghe (6Al, 19

6A2, 6A3, 6A4, 6AS5, 6A6, 6AT7)




Nguyén Thi Quynh

KHTN (6A1, 6A4, 6A6) + KHTN-L (7A1, 7A3) + CNgh¢ (8A2, 8A3,

1 , 2
3 Chac 8A4, 8A7) 0
14 | Nguyén Thi Thu Thao KHTN (6A3, 6A5) + KHTN-L (7A2, 7A4, TA5, 7A6, 8A5, 8A7) 18
Ny HDTNI (6A4) + HDTN3 (6A4) + Toan (6A4) + KHTN-L (8AL, 8A2,
15 | Trdn Thi Th BDH Ad 2
> | TranThi Tham SG | A4 1 A3, 8A4. 8AG, 9AL, 9A2, 9A3, 9A4, 9AS) + CNghé (SAL, 8AS, 8AG) 3
16 | Ha Thi Minh Thu 7A3 | HDTNI (7A3) + HDTN3 (7A3) + Tiéng Anh (6A1, 7A2, 7A3, 8AL, 9A2) | 19
17 | Nguyén Thi Ha 9AL | HDTNI (9A1) + HDTN3 (9A1) + Tiéng Anh (6A3, 6A5, 7A1, 8A2, 9A1) | 19
18 | Nguyén Thi Huong 9A4 | HDTNI (9A4) + HDTN3 (9A4) + Tiéng Anh (6A4, 6A7, 7A5, 8A6, 9A4) 19
19 | Truong Thi Minh Thu 8A7 | HDTNI (8A7) + HDTN3 (8A7) + Tiéng Anh (6A6, 7A6, 8AS, 8A7, 9A5) | 19
20 | Ho Thi Hai 8A3 | HDTNI (8A3) + HDTN3 (8A3) + Tiéng Anh (6A2, 7A4, 8A3, 8A4, 9A3) | 19
21 | Neguyén Thi T Hoan 6A3 | HDTN1 (6A3) + HDTN3 (6A3) + Vin (6A3, 8A1, 8A3, 9A1) 20
22 | Duong Thi My 6A5 | HDTN1 (6A5) + HDTN3 (6A5) + Van (6A5, 7A4, 8A5, 8A6) 20
A 7 HDTNI (7A6) + HDTN2 (7A6, 8A7) + HDTN3 (7A6) + Van (7A3, 7A6,
23 | Trin Thanh Th 7A6 19
ran Shdarh Ly 8A7) + GDDP (7A6)
o Vian (6A7, 7A5) + GDDP (6A1, 6A2, 6A3, 6A4, 6AS5, 6A6, 6A7, TAL,
24 | Trinh Minh Ph 20
fi Vinh Fauong 7A2, 7A3, TA4, 7A5)
25 | Pham Thj Thu Vian (6A2, 6A4, 9A3) 12
- ‘ HDTN1 (7A5) + HDTN3 (7A5) + LSDL-D (7A1, 7A2, 7A3, 7A4, 7A5,
26 | Neuyén Thi Thu Ha A5 | 716, 9AL, 9A2, 9A3, 9A, 9AS5) 20
LSDL-D (6A1, 6A2, 6A3, 6A4, 6AS, 6A6, 6A7, 8A1, 8A2, 8A3, SA4,
27 | Pang Van Béc 8A5, 8A6, 8A7) + LSPL-S (6AL, 6A2, 6A3, 6A4, 6A5, 6A6, 6AT7) + 33

GDDP (9A1, 9A2, 9A3, 9A4, 9AS5)




o HDTN1 (8A4) + HDTN3 (8A4) + LSDL-S (7AL, 7A2, 7A3, 7A4, 7A5,
28 | Ngo Thi Lan Huong BA% |7 n6, BAL, 8A2, BA3, 8A4, BA5, 8AG, 8AT) 24
. GDCD (6AL, 6A2, 6A3, 6A4, 6A5, 6A6, 6A7, 8AL, 8A2, 8A3, 8A4, 8AS,
29 | L& Thi Thanh BDHSG 8A6, 8A7, 9A1, 9A2, 9A3, 9A4, 9A5) 21
- GDDP (8A1, 8A2, 8A3, 8A4, 8A5, 8A6, 8A7) + GDCD (7A1, 7A2, TA3,
30 | Nguyen Thi Ha (CD) 7A4, TA5, TAB) 13
31 | Nguyén Manh Hang GDTC (7AL, 7A3, 7A5, 7A6, 8AL, 8A3, 8A4, 8A5, 8A7) 18
NT- Nhac (6A1, 6A2, 6A3, 6A4, 6A5, 6A6, 6A7, 1AL, TA2, TA3, TA4,
32 | Nguyén Thién Ly 7A5, TA6, 8AL, 8A2, 8A3, 8A4, 8AS, 8AB, 8A7, 9AL, 9A2, 9A3, 9A4, 25
9A5)
NT-M.Thuat (6A1, 6A2, 6A3, 6A4, 6AS5, 6A6, 6A7, 7AL, A2, TA3, TAL,
33 | Lé Thi Ngoc Anh 7A5, 7A6, 8AL, 8A2, 8A3, 8A4, 8A5, 8A6, 8A7, 9AL, 9A2, 9A3, 9A4, 25
9A5)

II. PHAN CONG NHIEM VU NHAN VIEN

Khéng Thi Thu Thao

Thu vién -
TT t6 VP
ki€ém Quan
tri vién
cong so

- Thyc hién theo quy dinh tai cac vin ban quy dinh phap luat, vin ban huéng dan vé hoat dong
ctia don vi sy nghiép cdng 1ap theo chirc ning, nhiém vy, quyén han dugc giao.

- Lap so theo di vé viéc muon str dung sach bao van hoa pham hang ngay. Hang thang lap béo
c&o vé tinh hinh sir dung.

- Phan loai cu thé vé sach gido khoa, sap xép khoa hoc dé lay, dé tim, giir gin, bao quan va vé
sinh thuong xuyén, dam bao khong bi mdi mot, hur hong.

- Kiém ke, 1ap béo c4o tinh hinh vé chat lugng SGK qua viéc sir dung. S6 sach thiéu phai duoc
cu thé timg loai va dé xuat mua sim b6 sung.

- Bao quan, vé sinh thuong xuyén. Nhap kho cé4c loai sach vo duoc cip hodc mua vé, 1ap so ghi
chép luu trlir hod don ching tir trude khi dua vao str dung.

- Xay dung ké hoach, quy dinh, quy ché sir dung SPDT, theo dbi thong ké viéc cap nhat diém,
hd tro webside + fanpage cua truong ...




- Tham gia xay dung vin ban quy pham phap luat, chién luoc, quy hoach, chinh sach, chuong
trinh, dé an, du an

- Xay dung va thuc hién ké hoach c6ng tac nam, quy, thang tudn ctia c& nhan.

- HO tro cong tac thi: Chi dao to VP chia phong va dan danh sach thi, dém gidy thi, thu bai, 1am
phach, 1én diém.

- Xay dung ké hoach 6, chi dao t6 vién thuc hién nhiém vu theo ké hoach ctia nha truong.

- Kiém tra hd so ca nhan, danh gia thi dua hang thang, nim cua to.

- Day Thu vién (6A1, 6A2, 6A3, 6A4, 6A5, 6A6, 6A7)

- Thuc hién cac nhiém vu khac khi Hiéu truéng phan cong.

Nguyén Thi Nu

Van thu —

TP t6 VP

Phu trach
CSDL

- Thyc hién nhiém vu vé c6ng tac Vin thu quy dinh tai Nghi dinh 30/2020/ND-CP ngay
05/3/2020 cua Chinh phu.

- Quan Ii, tiép nhan cac loai vin bang, chimg chi, hd so hoc ba ctia hoc sinh; trao tra c4c loai vin
bing vin bang, ching chi, hd so hoc ba cua hoc sinh (hd so bo hoc, chuyén truong, két thic
khoa hoc).

- Theo d&i email, hé thdng thong tin cong vu, hé théng quan ly diéu hanh, hé thdng dich vu cong
tryc tuyén; tiép nhan vin ban, xir Iy vin ban béo c4o Hiéu truéng va vao sé cong vin di, dén
chuyén dén L&nh dao, quan Iy va cac bd phan c6 lién quan khi Hiéu trudng giao viéc lién quan
dén vin ban céc cép.

- Xt Iy van ban, biéu mau thong k&, béo c4o; Nop cong vin, b4o cdo; Soan thao vin ban, xir ly
van ban do Hiéu trudng giao.

- Quan ly, sir dung con dau dung theo quy dinh vé cong tac bao mat. Chiu trach nhiém vé cong
tac quan Iy con dau va cong tac bao mat thong tin.

- Thyec hién tiép nhén, kién toan va luu trir tit ca cac loai ho so ctia nha truong theo quy dinh.

- Quan li ho so can b, Vién chiic, ngudi lao dong; cap nhat ho so vién chirc hang nam theo quy dinh.

- Phu trach hé thong trang pho cap gido duc, x6a mu chit, truc tiép thuc hién cong tac PCGD-
XMC

- Cap phéat van phong pham, céc loai s6 sach dau nam

- Phu trdch Co so dit liéu nganh

- Hb tro thi: Lap danh sach, chia phong thi, dém gidy thi, thu bai, lam phéach, 1én diém.

- Xay dung va thuc hién ké hoach cbng tac nam, quy, thang tuan ctia c& nhan.

- Luu ho so thi dua cua t6, bién ban, két qua danh gia thi dua




- Thuc hién cac nhiém vu khac khi Hiéu truéng phén cong.

Triéu Thu Phuong

Keé toan

Phu trach cc cong viéc ctia nhan vién Ké toan theo quy dinh cia Nganh. Chiu trach nhiém
trudc Hiu trudng, trude phap luat vé cong tac d4u thau, vé viéc luu gilr cac chung tu thu chi
ctia nha trudng dam bao ding gnuyeen tic tai chinh.

- Thyc hién cac van ban, quy dinh hién hanh vé cong tac ké toan cua don vi.

- Xay dung KH thu chi ngan sach, cac khoan thu khac do nha truong QL dung quy dinh, quyét
toan kip thoi.

- Bo c4o thu chi ngan sach theo quy v6i hoi dong.

- Thanh quyét toan ché do cho can bd giado vién kip thoi, dung ché do.

- Lam va ndp bao cao thong ké.

- HO tro cac hoat dong gido duc nha truong.

- Tham muu v&i chu tai khoan dé thu chi cac khoan ding quy dinh.

- Thure hién cac nhiém vu khac khi Hiéu truéng phan cong.

Ng6 Thi Lién

Y té -
Kiém thu
quy

- Thyc hién cac van ban DPang, quy pham phap luat lién quan; cic quy dinh, quy ché 1am viéc va
cac quy dinh vé quy trinh thu tuc giai quyét cong viée clia co quan. Phu trach kiém cong tac thu
quy nha trudng; phu trach bao hiém hoc sinh

- Lam viéc theo gio hanh chinh tai van phong nha truong.

- Xay dung ké hoach Y té hoc dudng. Cap phat thude va so cip ctru ban dau cho HS

- Quan 1y hd so Ban trt, luu mau thie in theo dang quy trinh.

- Kiém tra, theo ddi strc khoe dinh ky; phéi hop t6 chtrc tham kham, so ctu, cép clru, tu van st
khoe, to chitc cac hoat dong truyén thong, gido duc sirc khoe.

- Kiém tra vé sinh hoc duong, v€ sinh bép an, v€ sinh moi truong.

- HO tro cong tac thi: Dém gidy thi, thu bai, lam phéch, 1én diém

- Bam bao chi dang du, an toan theo 1énh chi ctia Hiéu trudng.

- Cho gi4o vién tng tién khi Hiéu truong duyét. Tu ¥ cho tng s& bi boi thuong khi nha truong
phat hién theo 4i suat ciia ngan hang.

- Thye hién cac nhiém vu khac khi Hiéu trudng phan cong.

Nguyén Thi Khuyén

Thiét bi

- Quan li, cap nhat hé so, téng hop bao cdo vé thiét bi truong hoc; phu trach thiét b dung chung, phong
bo mon. Quan 1y s6 dang ky va st dung do dung day hoc; s6 dang ky va st dung phong hoc b mén.

- Lap ké hoach st dung, dé xuat mua sép, sira chita thiét bi va cac hoc liéu ctia nha truong;

- Lap bao céo dinh ky, thudng xuyén vé cong tac thiét bi;




- T6 chitc quan 1y, bao quan, luu gitt, thiét bi va ho so thiét bi; stra chira nhitng thiét bj don gian;
- Hb tro thi: Dém gidy thi, thu bai, lam phach, 1én diém

- Phu trch Co so dit liéu nganh, tuyén sinh, thi vao 10 THP.

- Thuc hién cac nhiém vu khac khi Hiéu truong phan cong.

BV tai san ctia nha truong. Kiém soét ra vao cong truong, kiém tra gidy to cia ngudi ra vao, hd

trg quan 1y hoc sinh. C6 mat tai trudng trude 15 phat dé ban giao ca truc va nhan nhiém vu

6 Nguyén Tién Quang Bio vé tung vi tri truc d?{ du’.(,fc plraén‘cf)ng. AKhéngAdu:qc bd c? truc‘khi ngu:c‘ﬁ thay chua dén ?hén ca;
Trong ca tryc phat hién cac tinh hudng, hién tugng bat thuong bao ngay cho BGH dé dugc

hudng dan, giai quyét.

Thuc hién cac nhiém vu khac khi Hiéu truéng phan cong.

BV tai san ctia nha truong. Kiém soét ra vao cong truong, kiém tra gidy to cia ngudi ra vao, hd
trg quan 1y hoc sinh. C6 mit tai trudng trude 15 phat dé ban giao ca tryc va nhan nhiém vu
ting vi tri truc dd duoc phan cong. Khong dugc bo ca truc khi nguoi thay chua dén nhan ca;
Trong ca tryc phat hién cac tinh hubng, hién twong bét thuong bao ngay cho BGH dé duoc
hudng dan, giai quyét.

Thuc hién cac nhiém vu khac khi Hiéu trudng phan cong.

7 | Nguyén Ngoc Minh Béao vé

BV tai san ctia nha truong. Kiém soét ra vao cong truong, kiém tra gidy to cliia ngudi ra vao, hd
trg quan ly hoc sinh. Co6 mat tai trudng trudce 15 phut dé ban giao ca tryc va nhan nhi¢ém vu
ting vi tri truc dd duoc phan cong. Khong dugc bo ca truc khi nguoi thay chua dén nhan ca;
Trong ca tryc phat hién cac tinh hubng, hién twong bat thuong bao ngay cho BGH dé duoc
hudng dan, giai quyét.

Thuc hién cac nhiém vu khac khi Hiéu truéng phan cong.

8 | Pao Thé Hung Bao vé

9 | Nguyén Thi Thu LC Lam vé sinh cac khu vure duoc phan cong va chap hanh cac nhiém vy phan cong khac ciia Hiéu truong.

10 | Luong Thi Bich LC Lam vé sinh cac khu vuc duge phan cong va chap hanh cac nhiém vu phan cong khac ciia Hiéu truong.

Néi dung cong viéc dwge giao ¢ trén sé c6 sw thay doi khi cé sw bién dong vé tinh hinh nhén sw ciia nha truong (sé cé phu luc
phan céng dinh kém hodc Quyét dinh bé sung thay thé).l.




