PHONG GD&PT DONG TRIEU CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG THCS YEN PUC Déoc lap- Tw do - Hanh phiic
S6: 135/QD-THCSYD Déng Triéu, ngay 18 thang 8 niam 2023
QUYET PINH

Vé viéc phan cong nhiém vu cho cin b, gido vién, nhan vién nha truong
Niam hoc 2023- 2024

HIEU TRUONG TRUONG THCS YEN PUC

Can cir theo diéu 11 Diéu 1¢ T, ruong trung hoc co so, truong trung hoc pho
théng va truong pho thong cé nhiéu cdp hoc ban hanh kém theo Théng tw sé:
32/2020/TT-BGDDT ngay 15/9/2020 cua Bé truong Bé Gido duc va Pao tao;

Can cir Thong tw 28/2009/TT- BGDDT ngay 21/10/2009 ban hanh quy dinh
vé ché dj lam viéc doi véi gido vién phé théng;

Can cir Thong tw 16/2017/TT- BGDDT ngay 12/07/2017 cua By GD&DT vé
viéc Huong dan danh muc khung vi tri viéc lam va dinh mic s6 lwong nguwoi lam
viéc trong cdc co' so gido duc pho théng céng ldp;

Cén cir Ludt s6 43/2019/QH14 ngay 14/6/2019 ciia Quéc héi vé viéc ban
hanh Ludt Gido duc;

Can cur bien ban hop Hoi dong truong THCS Yén Pirc ngay 12/8/2023 vé
viéc gidi thiéu nhdn su t6 truong, t6 pho, truong cac doan thé ndm hoc 2023-2024;

Cdn cir tinh hinh thuc té bién ché cdn b giao vién, nhdn vién va hoc sinh
nam hoc 2023- 2024;

Xét trinh do, nding luc, nhu cau cong tdc cia cdan bé, gido vién, nhan vién.

QUYET PINH:

Piéu 1: Phan cong nhiém vu cén b, gido vién, nhan vién truong THCS Yén
Dirc nam hoc 2023 - 2024( co bang phan cong cu thé kém theo).

Diéu 2: Can bg, gido vién, nhan vién nha truong can cur nhiém vu cu thé
dugc phan cong ¢6 trach nhiém xay dung ké hoach hoat dong va trién khai thuc
hién phu hop véi déc thu cong viée duge giao de dat hiéu qua cao nhat

Piéu 3: Cac 6ng(ba) Ban giam hiéu, cac t6 chuyén mén, cac t6 chirc doan thé
va céc cd nhan o tén trong Diéu 1 chiu trach nhiém thi hanh quyét dinh nay.

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

Noi nhin:
- Phong GD&DT(b/c):
- Nhu diéu 3:
- Luu VT.

b WA
\""Mhl Kim Oanh






PHONG GD&DT DONG TRIEU CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS YEN DUC Poc lap - Tw do - Hanh phic

Doéng Triéu, ngay 18 thdng 8 nam 2023

PHAN CONG NHIEM \4Y CAN BO GIAO VIEN, NHAN VIEN
CONG TAC QUAN LY HO SO SO SACH TRONG NHA TRUONG
NAM HQC 2023-2024
( Ban hanh kém theo Quyét dinh sé 135/QD-THCSYPD ngay 18/8/2023
cua Hiéu truong truong THCSY Yén Diic)

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

1. Hiéu truéng : P/c Lé Thi Kim Oanh

- T6 chirc xay dung bo may nha truong.

- Xay dung ké hoach va t6 chirc thyc hién céc nhiém vu gido duc toan
truong trong nam hoc.

- Quan ly gido vién, nhan vién, hoc sinh; phan cong cong tac, kiém tra dédnh
gia viéc thuc hién nhiém vu cua gido vién, nhan vién.
- Quan ly hanh chinh, tai chinh, tai san cua nha truong.

- Thuc hién cac ché d6 chinh sach cia Nha nude déi voi gido vién, nhan
vién, hoc sinh; t6 chirc thuc hién quy ché dan cha trong hoat dong ctia nha
truong.

- Phu trach chi dao hoat déng cua t6 chu nhiém, cong tac gido duc dao dirc
HS.

- Tryc tiép theo doi chi dao hoat dong cua t6 KHXH, t6 Vian phong. Cong
tac y té hoc duong.

2. Ph6 hi¢u trwéng: D/c Nguyén Thiy Hién

- Phu trach chi dao, quan ly cong tac chuyén mén, giam sat chi dao hoat
dong day thém, hoc thém trong nha truong. Giam sat viéc day thém, hoc thém
ngoai nha truong.

- Phuy trach cong tac kiém dinh CLGD, quan ly CSVC nha trudong; Cong tac
tmng dung CNTT, chuyén déi sb trong quan ly va giang day cua CBGVNV nha
truong; Trang dién tir nha truong, cac phian mém quan ly va day hoc trong nha
truong.

- Chi dao céac hoat dong ngoal g10. Hoat dong GDNGLL Iép 9; Gido duc
hudng nghiép 16p 9; Cong tac phd cap GD.

- Phu tréch chi dao «cong tac thu vién, thiét bi day hoc, cac phong hoc bd
mon. Cong tac su dung thiét bi- thi nghiém cua GV;

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

- Phu trach cong tac Hoi chir thap do.

- Truc tiép theo ddi chi dao hoat dong cua to Khoa hoc tu nhién.

II. Phan cong tryc truong

1. P/e Lé Thi Kim Oanh




Chiu trach nhiém chi dao chung céc hoat dong GD toan trucmg, t6 chiic giao
ban trong BGH, TPT, GVTB( sang thir 7 hang tuan). Té chirc giao ban CBGVNV
sang thir 2. T6 chirc nghi Lé chao co ddu tuin.

Tryc va t6 chire hoat dong GD céc ngay trong tuan.

2. D/c Nguyen Thiy Hién

Truce va to chirc hoat dong GD céc ngay trong tuan Cung hi¢u truong giai
quyét cic cong vi€c cua toan truong. Tham gia giai quyét cac cong viéc khi duge
Hiéu truong uy quyen

IIL. Phén cong trach nhiém quin Iy céc loai ho so s6 sach, so bio giang,
ho so CBVC ciia nha truoong:

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

1. Hb so thi dua

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

* P/c Nguyén Thay Hién: Quan ly va theo ddi cac loai hd so sau:

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

4. S6 ghi dau bai

5. S6 dang bo

6. S6 theo ddi phd cap THCS, THPT

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

H6 so kiém tra dénh gia GV vaNV

* P/e Pham Thi Kim Nhung - Thu ky HP: Quan ly hd so sau:

8. S6 nghi quyet nha truong

*Dle Nguyen Thi Hué: Quan ly va lwu giir cac logi ho so sau:

9. Ho so can bo vién chirc, HDLD( Hd so clig va phan mem)

10. S6 quan ly va ho so luu trir cac van ban cong van di, dén.

11. Ho so theo dbi strc khoe hoc sinh.

* D/e Doan Thi Hrong Giang

12. Hoc ba hoc sinh( ban ctmg).

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

14. S6 quan ly cap phét vin bang, ching chi

15. Ho so quan ly thu vién, thiét bj

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

* P/c Ngbé Thi Thanh - Ké toan kiém nhiém: Quan 1y va luu gilr cac loai
ho so sau:

17. S6 quan ly tai san, tai chinh

* Trach nhiém cua cac thanh vién:

- Bio quan, ghi chép, thuc hién theo yéu cau ciia loai ho so dugc giao trach
nhiém quan ly.

- Bao cao vai hi¢u truong nhimg bat thuong xay ra trong qua trinh thyuc hién
dé xin y kién giai quyet

- Xy dung ké hoach vé nhiém vu duoc phan cong quan ly.

- Cudi nam hoc hoan thién hd so dugce giao quan ly vé bo phan luu giir ho so

(d/c Nguyén Thi Hué, Poan Thi Huong Giang)




IV. Cic cong tac kiém nhi¢m
1. T6 chuyén mén
1.1. Nhiém vu ciia to6 CM

* To truéng
- Xay du'ng ké hoach hoat dong chung cua t6, huéng din xdy dung va quan

ly ké hoach c4 nhan cua td vién theo ké hoach day hoc, phan phéi chuong trinh va
cac quy dinh cua B Gido duc va Dao tao.

- T6 chirc bdi dudng chuyén mén, nghiép vu; t chirc kiém tra, dénh gia chat
lugng thuc hién nhiém vu cua giao vién theo ké hoach cuia nha trudng.

- Dé xuét khen thuéng, ky ludt déi véi gido vién.

* T6 phé

- Giup cho t6 truong trong céc hoat dong cua t6.

- Thuc hlen mot s6 cong viéc do to truéng phan cong.

1.2. Co ciu t6 chuyén mén

* T6 Khoa hoc tw nhién

- T6 trudng: Vit Thi Hoai

- T6 phé: Nguyén Ha Liéu

* T6 Khoa hoc xa hi

- T6 trudng: Vil Thi Binh Ngoc

- T6 pho: Tran Thi Huyén

2. Thw ky hoi dong Poan Thi le0‘ng Giang

Ghi chép nghi quyét, bién ban cac cugc hop cua nha truong, tong hop két
qua, bdo cdo cac phong trao thi dua, so thi dua khen thudng nha trudng; ho 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 cdng tac hoc sinh nha truong, cong tac gido duc chinh trj tu
tudng cho hoc sinh. Chi dao, t6 chirc cac hoat dong doi, sinh hoat tap thé, gido duc
dao durc hoc sinh. T6 chire cac cude thi cua HS do céac cap phat dong.

- Truc, giam sat theo ddi moi hoat dong cua HS trong tuan. Béo cdo BGH
truc truomg ve cac hoat dong bat thuong trong ngay va phéi hop BGH truc truong
cung giai quyet

- Quan ly 5O dau bai cac bu01 hoc: Pau budi hoc phét sé dau bai toi cac lop,
cudi budi hoc thu s6 dau bai- tong hop két qua hoc tap céc 16p va céc tiét 1én lop
cua GV trén s0. Theo ddi céac hoat dong Lién ddi hang ngay, téng hop két qua cudi
tuan bao cao Hiéu truong, danh gia tudn hoat dong cta Lién doi trong chao c& dau
tudn.

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

4. D/e Pham Vian Qusdng

- Phuy trach céng tdc CNTT nha truong, trang Webs, cac phin mém, cong tac
tin bai, loa dai c4c budi hgi hop, hoat dong tap thé;

- H6 trg cac hoat dong cua Poan TN, Doi thiéu nién, phéi hop TPT d6i t6
chirc cac hoat dong ngoai gio ctia nha trudng.




- Phu trdch nhém GV, NV cong tac trang tri khanh tiét nha truong.
S. Phan cdng cong tic chi nhiém nam hoc 2023- 2024

TT | Lép __GVCN TT | Lép GVCN
1 | 6Al |NguyénTaAnh 6 8C1 | Tran Thi Huyén
2 | 6A2 | Nguyén Thi Minh Hién 7 8C2 | Nguyén Thi Ngoc Lan
3 | 6A3 |Lé Thj Thu Thuy 8 9D1 | Vii Thi Binh Ngoc
4 | 7Bl | Vi Thj Hoai _ 9 9D2 | Pham Tuyét Minh
5 | 7B2 | Nguyén Ha Liéu

6. Phan cong nhiém vu cu thé cong tic chuyén mon va kiém nhiém(
bang phan cong kém theo)

Toan bd gido vién nha truong khong truc ban trong nam hoc ma thuc hién
nhiém vu trang tri khanh tiét cac budi hoat ddng ngoai glor

V. Phan cong nhiém vu-trach nhiém thanh vién t6 Vin phong

1.T6 trlr0’ng DP/c Nguyén Thi Hué - Nhan vién viin thu, kiém cong tic
thii quy, y té nha trwong: Phy trach chi dao chung cong viée cua to

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

- Chuyen cong van di, tiép nhan céc cong vén dén, bao céo Hiéu truong va
phan phdi diy du nhanh chéng, chinh xac dén dung dia chi ma Hi¢u truong yéu
cau. Bao cao, sao in tai liéu kip thoi chinh xdc, du so lugng, dam bao k¥ thuat, dam
bao an toan, bi mat cong vin, tai liéu; bao vé tai san, con dau.

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

- Phuc vu cdc phong lam viéc BGH, chuan bi nuéc ubng cho CBGV, cac
cudc hop, Hoi nghi, chuén bi CO' SO vat chét phuc vu hoi hop.

- Phuy trach cong tac y té hoc dudng: Xay dung ké hoach, té chirc cac hoat
dong cham soc stre khoé cho hoc sinh, giao vién; Giam sat cac hoat dong vé vé
sinh moi truong- ste khoe hoc duong;

- Thu quy: Thyc hién chiam cong CBGVNV hang thang.

Thu tién cac khoan thu trong nha truong, cap phat tiéen dam bao chinh xac,
dung doi tugng, du sé luong, theo ding phiéu hay danh séch da dugc chu tai khoan
ky duyét.

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

- Phu trach cac khoan thu ngoai ngan sach nha truong.

-Phuy trach phan mém quan ly cén b

2. P/c Poan Thi Hrong Giang: Nhan vién Thw vién-Thiét bi

* Doi voi cong tdac thw vién:

- Xay dung ke hoach quan ly sach va cac tai san trong thu vién.

- T4 chuire cho muon va doc sach cho ban doc theo ding ndi qui thu vién.

- T chire tét cac hoat dong cua thur vién theo ké hoach ctia nha truong.

- Bao céo dinh ky va dé& xuat stra chita, mua sim bd sung thiét bi dam bao
phuc vu cho cac hoat dong cua thu vién.




- T6 chirc cong tac luu trir hd so cua nha truong, cap phat bang tot nghiép
theo ding quy ché, huéng dan.

* Déi voi cong tic thiét bi, do ding:

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

- Quan ly thiét bi day hoc va cac tai san khac trong phong minh phu trach,
céc thiét bi day hoc, ban ghé va céc trang thiét bi khac trén cac phong hoc, céc
phong chirc ning trong nha truong.

- T6 chtrc tét viée giir gin, bdo quan, tu stra va lam d6 dung day hoc trong
GV, HS. ;

- Chuén bi dung cu TB- PD cho GV giang day; Quan ly cac phong hoc bo
mon, phong hoc thong minh, Tin hoc, Tleng Anh, phong hoc cua céac lop.

- Quan ly tai san cua nha truong, kiém tra thuong xuyén viéc sir dung cac tai
san, thiét bi, kiém ké theo dinh ky, thong ké bao cdo.

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

Ngoai ra kiém nhiém cac nhiém vu: q '

- Phu trach cong tac van thu; Bdo cdo, chuyén cong vén di khi van thu vang
mat.

- V& sinh cac phong BGH, phong chire ning va trang tri khanh tiét hoi hop
nha truong.

3. P/e Ngb Thj Thanh- Nhan vién ké toan kiém nhiém:

- Thue hién dung cac ché do, nguyen tic trong thu chi tai chinh, mua sim..

Quan Iy, luru ho so tai chinh, tai san theo quy dinh.

4. D6i voi Poan TN

Chi dao cdc hoat dong Poan TN; HO trg cac hoat dong cua Doi thiéu nién,
phdi hop TPT ddi td chire céc hoat dong ngoai gi¢ cua nha truong.

5. Nhém bio vé- V¢ sinh: Tham gia sinh hoat t6 Vin phong.

* Bao vé:

- T6 chure tét viée trong gilt toan bo co s vat chat nha truong.

- Trong giir xe cua hoc sinh( Hudng ché do theo thoa thuan) va gido vién,
theo d6i dam bao an toan, an ninh truong hoc.

- Stra chira mot s6 hong héc nhe vé ban ghé, dién, nuéc..hd tro nha truong
trang tri trong dip t6 chirc cac hoat dong tap thé.

-Thoi gian 1am viéc: 24/24 h, huong ché d6 theo hop dong.

- Bao vé, vé sinh cong trinh bé boi HS, san c¢6 nhan tao

*Nhom vé sinh:

DBam bao v¢ sinh truong hoc & cac khu vuc sau: Toan b khu vye trong va
ngoai cong truong, sén truong, nha xe GV-HS, vin phong, phong cho GV, san
hiéu bg, san nha bé boi, khu vyc ria tay HS, nha v¢ sinh gido vién va hoc sinh.
Khu vye hd rac nha truong.

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




Huéng che do theo hgp dong

VI. Mt sb quy dinh vé hoat dong trong truong

1.Theo ddi cic hoat djng gido duc hang ngay

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

- Bao cdao BGH truc truong hoat dong bat thuong trong ngdy va phdi hop
BGH truc truong cung glal quyét.

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

- Pon déc HS cac I6p nhan s6 dau bai dau gi® va ndp vé cudi budi hoc tai
phong hanh chinh.

1.2. Ban gmn hi¢u: Truc, chi dao cac hoat dong day va hoc toan truong

2. Phong diéu hanh BGH, phong chire nang

- Cac d/c dugc giao phu trach phong nao ¢6 trach quan ly tai san cua phong,
tat cac thiét bj dién, khéa ctra khi ra ve( tit cau giao).

- May tinh, méy in, photo, gidy in nha truong dung cho BGH, b phan vin
phong in sao van ban, tai liéu nha truong.

3. Ciéc to chuyén mén: HJ tro trang tri khanh tiét cac hoat dong tap thé nha

truong.
4. Lich hoat dong cic ngay th 5 trong thang
- Thoi gian hop hoi dong: Thir 5 - Tuan 1 cia thang( hop dot xuét khi ¢

viéc can thiét tridu tap) u ‘ ‘
- Thoi gian sinh hoat t6 chuyén mon: Chiéu thir 5 tuan 2- 4 cua thang
Noi nhin: el )
- BGH(CI’d, GS); i :-",:_':'_. El TRUONG
- CBGVNV(th); 7o HIE, H
- Luu VT.
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