PHONG GD&PT PONG TRIEU C()Nf; HOA XA HOI CHU NGHIA VIET NAM
TRUONG THCS YEN DUC Poc lap - Tw do - Hanh phic

Péng Triéu, ngay 05thang 8 nam 2022

PHAN CONG NHIEM VU CAN BQ GIAO VIEN, NHAN VIEN
CONG TAC QUAN LY HO SO SO SACH TRONG NHA TRUONG
NAM HOQC 2022-2023
( Ban hanh kém theo Quyét dinh sé 68/0P-THCSYP ngay05/8/2022
cua Hiéu truong truong THCSY Yén Duc)

I. Phin cong nhiém vu- trach nhiém trong ban giam hi¢u:

1. Hi¢u truwdéng : D/c Lé Thi Kim Oanh

- To chire x4y dung bo may nha truong.

- Xay dung ké hoach va to churc thuc hién c4c nhiém vu gido duc toan truong
trong nam hoc.

- Quan 1y gido vién, nhan vién, hoc sinh; phan cong cong tac, kiém tra danh gia
vi¢ce thuc hién nhiém vu cua gido vién, nhan vién.

- Quan ly hanh chinh, tai chinh, tai san cua nha truong.

- Thyc hién céc ché d¢ chinh sach clia Nha nuéc dbi véi gido vién, nhan vién,
hoc sinh; t6 chirc thuc hién quy ché dan chu trong hoat dong cua nha trudng.

- Phu trach chi dao hoat dong ctia td chu nhiém, cong tac giao duc dao dic HS.

- Truc tiép theo doi chi dao hoat dong ctia t6 KHXH, t6Vin phong.Céng tac y
té hoc duong.

2. Pho hiéu truwéng: P/c Nguyén Thiy Hién

- Phu trach chi dao, quan 1y cong tac chuyén mon, giam sat chi dao hoat dong
day thém, hoc thém trong nha truong. Gidm sat viéc day thém, hoc thém ngoai nha
truong.

- Phu trach cong tac kiém dinh CLGD, quan ly CSVC nha trudong; Cong tac
ung dung CNTT trong quan ly va giang day cua CBGVNYV nha truong; Trang dién tr
nha trudng, cac phan mém quan 1y trong nha trudng.

- Chi dao cac hoat dong ngoai gio. Hoat dong GDNGLL; Gido duc hudng
nghiép; Cong tac phd cip GD.

- Phu trach chi dao céng tac thu vién, thiét bi day hoc, cac phong hoc bo mon.
Cong tac sir dung thiét bi- thi nghiém cua GV;

- Phu trach cong tac lao dong, v€ sinh nha truong;

- Phuy trach cong tdc Hoi chir thap do.

- Truc tiép theo ddi chi dao hoat dong cua t6 Khoa hoc ty nhién.

I1. Phén cong trwe trweomg

1. P/¢ Lé Thi Kim Oanh:
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Chiu trach nhiém chi dao chung cac hoat dong GD toan tru’O’ng, t6 chtrc giao
ban trong BGH, TPT, GVTB( sang thir 7 ‘hang tuan). T6 chirc giao ban CBGVNV
sang thir 2. TO chure nghi L& chao co dau tuan.

Truc va to chirc hoat dong GD c4c ngay trong tuan.

2.D/c Nguyen Thiy Hién

Truc va té chirc hoat dong GD C&c ngdy trong tuan Cung hiu truong giai
quyet cac cong Vlec cua toan truong. Tham gia giai quyet cac cong vi¢c khi dugc
Hi¢u truéng uy quyen

I11. Phin cong trach nhiém quan 1y cac loai hd so sd sach, sd bao giang, hd
so CBVC cua nha truong:

*P/c Lé Thi Kim Oanh: Quan 1y theo ddi cac loai hd so sau:

1. Ho so thi dua

2. H6 so ky luat gido vién, hoc sinh( néu c6)

* P/c Nguyén Thity Hién: Quan 1y va theo ddi cac loai hd so sau:

3. S6 goi tén ghi diém(Phan mém quan 1y SMAS)

4. SO ghi dau bai

5. 86 ding bod

6. SO theo ddi pho cap THCS, THPT

7. Ho so gido duc d6i véi hoe sinh khuyét tat( néu co)

* Ho so kiém tra danh gid GV va NV

* P/c Pham Thi Kim Nhung- Thu ky HD: Quan 1y ho so sau:

8. S6 nghi quyét nha trudong va nghi quyét cuia Hoi dong truong

* P/c Nguyén Thi Hué: Quan ly va hru giir cac loai ho so sau:

9. Hd so can b vién chiuc, HDLD

10. S6 quan 1y va ho so luu trit cac van ban cong van di, dén.

11. H6 so theo ddi stc khoe hoc sinh

* P/c Doan Thi Hwong Giang

12. Hoc ba hoc sinh( ban cting).

13. S6 theo ddi HS chuyén di, chuyén dén.

14. SO quan 1y cap phat van bang, chimg chi

15. HO so quan 1y thu vién, thiét bi

16. S6 quan 1y tai san, thiét bi gido duc

*P/c Nguyén Thi Saim - K¢ toan kiém nhiém: Quan 1y va luu giit cac loai hd
SO sau:

17.S6 quén 1y tai san, tai chinh

* Trach nhi€ém cia cac thanh vién:

- Bdo quan, ghi chép, thuc hién theo yéu cau cua loai hd so duge giao trach
nhiém quan ly.

- B4o céo véi hiéu trudong nhitng bat thudng xay ra trong qua trinh thuc hién dé
xin y kién giai quyét.
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- Xay dung ké hoach vé nhiém vu duoc phan cong quan ly.
- Cudi nam hoc hoan thién hd so duoc giao quan 1y vé bd phan luu gitt ho so
(d/c Nguyén Thi Hu¢, Poan Thi Huong Giang)

IV. Cac cong tac kiém nhiém:

1. T6 chuyén mén:

1.1. Nhiém vu ciia t6 CM:

* T4 trudng.

- Xay dung ké hoach hoat dong chung cua t6, huéng dan xiy dung va quan ly
ké hoach c4 nhan cua t6 vién theo ké hoach day hoc, phan phdi chuong trinh va céac
quy dinh cua B Gido duc & DPao tao.

- T6 chirc boi dudng chuyén mon, nghiép vu; td chuc kiém tra, danh gia chat
luong thuc hién nhiém vu cta gido vién theo ké hoach ctia nha truong.

- Bé xuat khen thuong, ky luat ddi véi gido vién.

* T6 pho.

- Gitp cho t6 truong trong cac hoat dong cua t6.

- Thue hién mot s6 cong viée do t6 trudong phan cong.

1.2. Co céu to chuyén mon:

* T6 Khoa hoc tu nhién:

- T6 trudéng: Vii Thi Hoai

- T6 phé: Nguyén Ha Liéu

* T6 Khoa hoc xi hi:

- T6 trwong: Vit Thi Binh Ngoc

- T6 pho: Tran Thi Huyén

2. Thu ky héi df)ng Pham Thi Kim Nhung

Ghi chép nghi quyét, bién ban cac cugc hop cua nha truong, tong hop két qua
béo cio cac phong trao thi dua, so thi dua khen thuong nha truong; hd so thi dua va
cac hoat dong GD, cac cudc thi trong nha truong.

3.Tong phu trach ddi: Nguyén Thi Thanh Tuyén

- Phu trach cong tac hoc sinh nha truong, cong tac gido duc chinh tri tu tudng
cho hoc sinh.Chi dao, to chirc cac hoat dong do6i, sinh hoat tap thé, gido duc dao dtic
hoc sinh.T6 chtc cac cudce thi ciia HS do cac cap phat dong.

- Tryuc, giam sat theo do1 moi hoat dong cua HS trong tuan. Béo cao BGH truc
truong vé cac hoat dong bat thuong trong ngay va phdi hop BGH truc truong cung
giai quyét.

- Quan 1y s6 dau bai: Pau budi hoc phat sé dau bai tdi cac 16p, cudi budi hoc
thu s6 dau bai- tong hop két qua hoc tap cac 10p va cac tiét 1én 16p ctia GV trén so.
Theo ddi cac hoat dong Lién doi hang ngay, tong hop két qua cudi tudn bao cdo Hiéu
truong, danh gia dau tudn hoat dong cua Lién ddi trong tiét chao co dau tudn.

- Hop giao ban véi BGH vao 8h30 thir 7 hang tuan



4. D/c Pham Van Quang:
- Phy trach cong tac CNTT nha truong, trang Webs, cac phan mém, cong tac tin
bai, loa dai cac budi hoi hop, hoat dong tap thé;
- H tro cac hoat dong ctiia Poan TN, Doi thiéu nién, phéi hop TPT 461 t6 chirc
cac hoat dong ngoai gid cuia nha truong.
- Phu trach nhdm GV, NV cong tac trang tri khanh tiét nha truong.
5. Phén cong cong tac chi nhiém nam hoc 2022- 2023
TT | Lop GVCN T Lép GVCN
6A1 | Nguyén Ta Anh 8C1 | Lé Thi Thu Thay
6A2 | Nguyén Ha Liéu 8C2 | Nguyén Thi Minh Hién
7B1 | Vii Thi Binh Ngoc 9D1 | Pham Tuyét Minh
7B2 | Nguyén Thi Ngoc Lan 9D2 | Tran Thi Huyén

HIWIN -
O|IN|O| O

6. Phan cong nhiém vu cu thé cong tic chuyén moén va kiém nhiém( bding
phan cong kem theo)

Toan by giao vién nha truong khong truc ban trong ndm hoc ma thyc hién
nhiém vu trang tri khanh tiét cac budi hoat dong ngoai gio.

V. Phan cong nhiém vu-trach nhiém thanh vién td Vin phong

1. T6 truéng: D/c Nguyén Thi Hué - Nhin vién vin thu, kiém cong tac thi
quy, y té nha trwong: Phu trach chi dao chung cong viéc cua t6

- Xay dung ké hoach hoat dong chung cua td, to chirc kiém tra, danh gia chét
lugng thyc hién nhiém vu cua cac thanh vién theo ké hoach ctia nha truong.

- Chuyen cong van di, tiép nhan cac cong van dén, bao cdo Hiéu truong va
phan phdi day du nhanh chong, chinh xac dén dung dia chi ma Hiéu truong yéu cau.
Bao céo, sao in tai liéu kip thoi chinh xac, du so lugng, dam bao ky thuat, dam bao an
toan, bi mat cong van, tai liu; bao v¢ tai san, con dau.

- Soan thao céc bao cdo, van ban nha truong.

- Phuc vu cac phong lam viéc BGH, chuan bi nuéc uéng cho CBGV, cac cudc
hop, Ho1 nghi, chuin bi co s vat chat phuc vu héi hop.

- Phu trach cong tac y té hoc duong: Xay dung ké hoach, t6 chirc cac hoat dong
cham soc suc khoé cho hoc sinh, gido vién; Gidm sat cac hoat dong vé vé sinh méi
truong- strc khoe hoc duong;

- Thu quy: Thuc hién chdm cong CBGVNYV hang thang.

Thu tién cac khoan thu trong nha trudng, cAp phat tién dam bao chinh xac,
dung ddi twong, du s6 luong, theo ding phiéu hay danh sach di duoc chu tai khoan ky
duyét.

- Phu trach cong tac bao hiém y té ciia GV va hoc sinh

- Phuy trach céac khoan thu ngoai ngan sach nha truong.

-Phy trach phan mém quan 1y can bo

2. P/c Poan Thi Huong Giang: Nhan vién Thuw vién-Thiét bi



* Péi v6i cong tdc thuw vién:

- Xay dung ké hoach quan 1y sach va cac tai san trong thu vién.

- T6 chirc cho muon va doc sach cho ban doc theo ding nd1 qui thu vién.

- T chuec tdt cac hoat dong cua thu vién theo ké hoach cua nha truong.

- B4o c4o dinh ky va dé xuét stra chita, mua sdm bd sung thiét bi dam béo phuc
vu cho céc hoat dong ctia thu vién.

- T6 chirc cong tac luu trir hd so cua nha truong, cAp phat bang tot nghiép theo
dung quy ché, hudng dan.

* Déi véi cong tac thiét bi, do ding:

- Xay dung ké hoach, t6 chirc thuc hién cc hoat dong cong tac thiét bi truong
hoc.

- Quan 1y thiét bi day hoc va cac tai san khac trong phong minh phu trach, cic
thiét bi day hoc, ban ghé va cac trang thiét bi khac trén céc phong hoc, cac phong
chtrc ndng trong nha truong.

- T6 chirc tt viée giit gin, bao quan, tu stra va 1am d6 dung day hoc trong GV,
HS.

- Chuan bi dung cu TB- PD cho GV giang day; Quan 1y cac phong hoc bo
mon, phong hoc thong minh, Tin hoc, Tiéng Anh, phong hoc cua cac 16p.

- Quan ly tai san cua nha truong, kiém tra thudng xuyén viéc st dung céc tai
san, thiét bi, kiém ké theo dinh ky, théng ké bao céo.

- Bao cao dinh ky va dé xut stra chita, mua sim bo sung thiét bi dam bao phuc
vu cho hoat dong cua cac phong bd mon cling nhu phong hoc thuong & cac 16p.

Ngoai ra ki€ém nhi¢m céc nhiém vu:

- Phu trach cong tac van thu; Bao céo, chuyén cong van di khi van thu vang
mat.

- Vé sinh cac phong BGH, phong chirc ning va trang tri khanh tiét hoi hop nha
truong.

3. P/c Sam- Nhan vién ké toan kiém nhiém:

- Thyc hién dung cac ché do, nguyén tac trong thu chi tai chinh, mua sam...

- Quan 1y, luu ho so tai chinh, tai san theo quy dinh.

4. D6i véi Poan TN

Chi dao cac hoat dong Poan TN; Hd tro cac hoat dong cta Doi thiéu nién, phéi
hop TPT d6i t6 chirc cac hoat dong ngoai gid ctia nha truong.

5. Nhém bio vé- V¢ sinh: Tham gia sinh hoat td Viin phong.

* Bao vé:

- T6 chire tdt viée trong giit toan bd co s& vat chat nha trudng.

- Trong gitt xe ctia hoc sinh( Huéng ché do theo thoa thuan) va gido vién, theo
doi ddm bdo an toan, an ninh truong hoc.

- Stra chita mot sd hong héc nhe vé ban ghé, dién, nudc..hd tro nha trudng trang
tri trong dip t6 chirc cac hoat dong tap thé.
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-Thoi gian lam viéc: 24/24 h, huong ché do theo hop dong.

- Bao v¢, v¢ sinh cong trinh bé boi HS, san c6 nhan tao

*Nhom vé sinh:

bam bao vé€ sinh truong hoc & cac khu vuc sau: Toan bd khu vuc trong va

ngoai cong truong, sin trudng, nha xe GV-HS, vin phong, san hiéu bd, san nha bé
boi, khu vuc rira tay HS, nha vé sinh gido vién va hoc sinh. Khu vuc hd rac nha
truong.

Yéu cau: Quét rira, don hang ngay dam bao sach sé.

Huong ché d6 theo hop dong.

VI. Mét s6 quy dinh vé hoat dong trong truong

1.Theo doi cac hoat dong giao duc hang ngay:

1.1.Déi véi Tong phu trach Pji: Bao quat toan bo hoat dong cua toan Lién doi
hang ngay.

- B4o cao BGH truc truong hoat dong bat thuong trong ngay va phdi hop BGH
truc trudng cung giai quyét.

- Hop giao ban véi BGH vao 8h35 thir 7 hang tuan

- Pon ddc HS céc 16p nhan s6 dau bai dau gio va ndp vé cudi budi hoc tai
phong hanh chinh.

1.2. Ban gian hiéu:Truc, chi dao cac hoat dong day va hoc toan truong

2. Phong diéu hanh BGH, phong chirc niing :

- Céc d/c duoc giao phu trach phong nao cé trach quan 1y tai san ciia phong, tat
cac thiét bi dién, khoa cira khi ra vé( tat cau giao).

- May tinh, may in, photo, gidy in nha trudng dung cho BGH, bd phin vin
phong in sao van ban, tai liéu nha truong.

3. Cac t6 chuyén mén: HJ tro trang tri khanh tiét cac hoat dong tap thé nha
truong.

4. Lich hoat dong cac ngay thir 5 trong thang:

- Thoi gian hop hoi dong: Thir 5 - Tuan 1 cta thang( co6 hop dot xuat khi c6
viéc can thiét can triéu tap)

- Thoi gian sinh hoat t6 chuyén mén:Chiéu th 5 tuan 2- 4 ciia thang
Noi nhdn:

- BGH(c/d, GS); ] \
_ CBGVNV(Uh); HIEU TRUONG

-Luu VT.

Le 1n1 Kim Oanh
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