UBND HUYEN HOC MON CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS XUAN THOI THUQNG Péc lap - Tu do - Hanh phic

Sé: 197/QD-XTT Hoc Mon, ngay 26 thang 8 nim 2024

QUYET PINH
Phan cong nhiém vu cho can b, gido vién, nhan vién
Nam hoc 2024 — 2025

HIEU TRUONG TRUONG THCS XUAN THOI THUQNG

Can cit quyét dinh sé6 30/0P-UBND ngay 22 thang 01 ndm 1999 ciia UBND huyén
Hée Mén vé viéc thanh ldp Truong THCS Xudn Théi Thuong;

Can cir thong tw sé 32/12020/TT-BGDDT ngay 15 thang 9 ndam 2020 ciia Bé Gido duc
va dao tao ban hanh Diéu Ié truong trung hoc co s6, truong trung hoc phé théng va truong
phé théng c6 nhiéu cap hoc;

Can cit Théng tw s6 03/2021/TT-BGDPT ngay 02 thing 02 nam 2021 ciia B¢ Gido duc
va Dao tao quy dinh md soé, tiéu chudan chirc danh nghé nghiép va bé nhiém, xép hrong vién
chirc giang day trong cdc trwd’ng trung hoc co so cong lap;

Can cir Thong tw so 20/2023/TT-BGDDT ngay 30 thang 10 nam 2023 cua Bo Gido duc
va Dao tgo huong dan vé vi tri viéc lam, co cdu vién chikc theo chire danh nghé nghiép va
dinh mirc s6 leong nguwoi lam viée trong cdc co s gido duc phé théng va cdc trieong chuyén
biét cong ldp;

Can cir vao tinh hinh thuc té cia don vi;

Xét nang luc va kha ndng cong tac ctia cadn bg, gido vién, nhan vién cua trudong.

QUYET PINH:

Piéu 1: Nay phan céng nhiém vu cho can bd, gido vién, nhan vién trong hoi déng su pham
Truong THCS Xuan Théi Thuong nam hoc 2024 — 2025 (cé danh sdch phéin cong cu thé
kem theo).
Piéu 2: Can b, gido vién, nhan vién trong hdi dong su pham cin ¢t vao nhiém vu cu thé
dugc phan cong co6 trach nhiém xay dung ké hoach hoat dong va thyc hi¢n ké hoach cho phu
hop véi dac thu cong viée duoc giao.
Piéu 3: Cac 6ng (ba) co tén tai diéu 1 chiu trach nhiém thi hanh quyét dinh nay.

Quyét dinh c6 hiéu luc ké tir ngay 01/09/2024 cho dén khi c6 vin ban thay thé./.

Noi nhin: 7 HIEU TRUONG
- Phong giao duc va Pao tao (dé bao cao);

- Nhu diéu 3 (dé t/h);

- Luu VT.

Tran Thién Tai



Phan cong nhiém vu cho can bg, giao vién, nhan vién
, Nim hoc 2024 - 2025
(Kem theo Quyet dinh so: 197/QD-XTT ngay 26 thang 8 nam 2024)

TT

Ho tén

Chue
vu

Kiém
nhiém

Nhiém vu dwgc phan cong

Tran Thién Tai

Hiéu
truon

Phu trach, chi dao chung téng thé.
Quan hé phéi hop, ddi ngoat.

Pé an, chlen lugt phat trién glao duc.
Cong tac tO chirc, nhan su; Pé 4n vi tri
viéc lam.

Cong tac quy hoach can bg, b6 nhiém.
K¢é hoach, tai chinh, tai san cong.

Giam sat hoat dong Cong doan, Chi
doan, Lién Dai.

Cong tac chu nhlem 16p.

Cong tac Y té hoc duong; phong,
chéng bénh dich.

Ky hoc ba trang 1y lich Khéi 6, hoc ba
két thuc ndm hoc khéi 9.

Danh gia chuan Hi¢u truorng, Pho hi¢u
tredng, chuan gido vién, nhan vién.
Danh gia cong chuc, vién chuc hang
nam.

Chi dao cong tac thanh tra, kiém tra
(Quén ly ho so kiém tra cac bo _phan).
T6 chure thuc hién cong tac kiém dinh
chat luong,

T6 chuc 1€ hoi, tuyén truyén y nghia
cac ngay 1& trong nam.

T6 chire cac Hoi nghi vién chirc-nguoi
lao dong; hoi nghi so két, tong két.
Cong tac ph01 hop Ban dai dién Cha
me hoc sinh; HOi khuyen hoc.

Nhan hoc sinh chuyén dén.

Quan 1y hoat dong chuyén mon cac bd
moén: Gido duc the chat, Nghé thuat,
Khoa hoc tu nhién, Tiéng Anh.

Thyc hi¢n cong tac thi dua, khen
thuong.

Day l6p HDGDDP 6A17,6A18

Quan ly né nep, dao dtrc hoc sinh 16p
6, 9 (trat tu, v¢ sinh, cac vu viéc phat
s1nh trong moi quan he hoc sinh, hanh
kiém hoc sinh...).

Cong tac Pao tao, bdi dudng vién
chic. Cong tac bdi dudng thuong
Xuyén. o

Kiém, ky s6 diém, hoc ba, thé hoc
sinh 16p 6, 7.

Panh gia vién churc theo quy.

L& Thi Kim Ngoc

P.Hié

trudn

Quan 1y hoat dong chuyén mon céac bd
moén: Dia 1y - Lich str, Gido duc cong
dan, Toan, Ngir Van, Vian phong,
Cong ngh¢, Tin hoc.

Cong tac boi dudng hoc sinh gidi, phu




dao phu dao hoc sinh chua dat.

Lap ké hoach, tong hop, bao cdo vé
hoat dong chuyén mon.

Quén ly chuong trinh giang day, ké
hoach, h6 so hoc vy, s6 dau bai, ho so
s6 sach chuyén mon, k1em tra danh
gia hoc sinh, kiém tra dong loat, thi
hoc ky.

Quan ly viéc gido vién danh gia, ghi
diém, nhap diém, s6 diém di¢n tu.

T chirc, quan 1y hoi hop, thao giang,
thyc hién cac chuyén dé.

Duy¢t phu tro1 gio day.

T6 chure 6n tap va ki€m tra lai.

Phu trach cong tac hoc sinh hoa nhéap.
Hoat dong phong trao, hoi thi chuyén
mon trong gido vién va hoc sinh.
Cong tac chinh tri tu tuéng, sinh vién
hoc sinh

Cong tac phd bién phap luat (phap
ché).

Quan ly, phu trach co s¢ vat chét, tai
san, moi truong, canh quan tai don vi.
Phin cong, xép thoi khoa biéu chinh
khoa va trai budi.

Phan cong coi kiém tra, hoi déng thi
Ccac cap (tru’(‘)’ng, huyén, s0).

Bleu hanh céac hoat dong: Thu vién,
thiét bi, day thuc hanh, thi nghlem
KHTN, Cong nghé.

T6 chuc quan ly hoat dong day mon
HDTN huong nghiép, CTGDDP.

Hb so xét TN.THCS, tuyén sinh 16p
10, phan luong hoc sinh sau TN.
THCS Hb so tuyén sinh 16p 6.

Quan ly, diéu hanh cac hoat dong cua
bo phan Hanh chinh, cong tac pho cap
gido duc.

Quan Iy né nep, dao dtrc hoc sinh 16p
7, 8 (trat tu, v¢ sinh, cac vu viéc phat
sinh trong moi quan hé hoc sinh, hanh
kiém hoc sinh...).

An ninh trat ty truong hoc, thue hién
gido duc An toan giao thong (phbi
hop luc lugng chinh quyén dia
phuong...)

HO tro cong tac, kiém tra ddnh gia hoc
sinh, kiém tra dong loat, thi hoc ky.
Hoat dong ngoal khoa vé chuyén mén
(ké hoach, quan ly viéc day trai budi:
day Tleng Anh véi ngum ban ngu
pho cap boi 101, gido duc ky nang
song, tieét hoc trai nghlem ngoai nha
trudng va tham quan hoc sinh, khao
sat...).

Hoat dong phong trao, cac hoi thi
Van-The-My trong giao vién va hoc




sinh.

— Quan ly trang Web, Emis, théng ke,
bdo cdo cic so li€u vé do1 ngil, co so
vat chét, ket qua hoc tap..

— Kiém, ky 5O dlem hoc ba s6 lién lac,
theé hoc sinh khéi 8 9.

— Xép danh sach 16p nam hoc méi.

— Kiém tra, tong hop thuc hién viéc
chim céng.

— Day lép dung chuyén mon, mén Dia
ly (9A1, 9A2).

3| Hoang Pinh Anh V?é'ﬁo “}1‘3;‘}7“/@;{8“ Toan (6A9, 6A10, 7A7, 7A8)
4| Pham Quéc Binh V?é'ﬁo “}1‘;;2‘;’21 Todn (6A3, 6A4, 8A6, 8A7)
N . Gido [hu nhid ,
5 bang Van Diing vi éln 1(};lpn7,2\¢1n(l) Toan (7A9, 7A10, 9A6, 9A7)
Giao
B | x s vién- ,
Tran Thi Hang TPC Toan (8A1, 8A2, 8A3, 9A10, 9A11)
M
N Gido [hu nhid ,
7| Ha Viet Huong i kfpn(aff; Toan (6A15, 6A16, 8A10, BAL1)
N 30 [hu nhig ,
8| Trinh Thi Ngoc Nega V?éﬂo IEPHBA@E Toan (8A14, 8A15, 9A3)
9| Mai Vo Vuong Nhi V?éﬁo “?gpné‘flrg Toan (6A17, 6A18, TAl1, 7A12)
10. Dy Gidao [hu nhiém ,
La Thi Ph vien | 16p 7AB|  Todn (TAS, 7A6, BAL2, 8AL3)
T . 40 [hui nhié ,
111 Trin Hoang Qui V?éfﬁo 11;;171Ae1§1 Todn (6A5, 6A6, 7A3, 7A4)
T 30 [hu nhid ,
121 ¢& Minh Tan V?éﬁo l‘é;gff Toén (8A8, 8A9, 9A4, 9A5)
. A N Gido [hu nhic ,

13- Nguyén Thanh Thai o o GAL6|  TOAN (BALS, BAL7, 9A8, 9A9)
141 Pham Thi Thity Trang V?éﬁo “Ii‘g;‘gfgl Toan (6A11, 6AL2, 8A4, 8A5)
Gido [hu nhiém

) . ien- | 16p 9A1 ,
151 B3 Thi Thu Trinh S Toan (7A18, 9A1, 9A2)
M
16-| Ha Thi Anh Héng V?éﬁo “?gpné‘flrg Vin (8A10, 8A11, 9A3, 9A4)
17| Bao Thi Huong Giang V?éﬁo “Ii‘g;‘gﬁgl Vin (7A9, 7A10, 9A1, 9A2)
. o Gido [hu nhie
18 Nguyén Thi Yén Giang vi é:n 1(;1pr16 :TS Van (6A10, 6A1l1, 6A12, 8A15)
Gidao [hi nhiém
N ien- | 16p 9A7
19 Ng6 Thi My Hanh \'I/'I'I'C P Van (7A1, 9A7, 9A8)




20, s s 2 A Giado [hu nhiém .
Bui Thi Cam Hong vien | 16p 8A12 Vian (8A12, 8A13, 8A14, 9A11)
X W A Gido [hu nhiém .
L& Thi Thu Hong vién 16p 8AL Van (7A11, 8A1, 8A2, 8A3)
22. X . A Giao .
Nguyén Thi Ngoc Huyén vién Vian (6A3, 6A4, 6AS5, 7A7, TAR)
23. x o Gidao [hu nhiém 5
Nguyén Thi Thuy vién 16p 6A9 Vian (6A8, 6A9, 9AS, 9A6)
24| ¢ A - Gido [hu nhiém .
L& Thi Ngoc Thuong vién 16p 6AL Van (6A1, 6A2, 8A6, 8A7)
25. x Do Gido [hu nhiém .
Nguyeén Thi Lé Trang vién 16p 8A8 Vian (7A5, 7A6, 8AS8, 8A9)
26. x R " Giao g
Nguyén Thi Kim Xuan vién Van (7A2, 7A3, 7A4, 8A16, 8A17)
Giao [hu nhiém
. . o A ién- | 16p 9A
271 Tryong Thi Mai Xuan ¥'§g S OAYN Vi (8A4, 8AS, 9A9, 9A10)
M
23 ’ Giao
"| L& Quoc Anh Vvién- GDCD (9A10, 9A11)
TPT
GDCD (7A10, 7A11, 7A12, 7A13, 7TA14,
29 _ Gido 7A15, 7Al16, 7Al7, 7A18, 7Al9,
"| Lé Ngoc Kim Ngan vién 7A20, 8A12, 8A13, 8Al4, 8AIl5,
8A16, 8A17) + HDPTN-HN (7All,
7A12)
30 Giao GDCD (6AL, 6A2, 6A3, 6A4, 6A5, 6AG,
"| BPang Vi Thanh vienT 9A1, 9A2, 9A3, 9A4, 9A5, 9A6, 9A7,
TCM 9A8, 9A9)
31 o Gido GDCD (7AL, 7A2, 7A3, 7A4, TAS5, TAG,
"| Nguyen Thi Thu Thach vién TA7, 7TA8, 7TA9, 8A3, 8A4, 8A5, 8AG,
8A7, 8A8, 8A9, 8A10, 8All)
32 o Gido Fhunhiém{  GDCD (6A7, 6A8, 6A9, 6A10, 6ALL,
| Nguyen Thi Vui vién 16p 6A14 6A12, 6Al13, 6Al4, 6A15, 6A16,
6A17, 6A18, 8Al, 8A2)
33. x R , Giao [hu nhiém CNghé (8A1, 8A2, 8A3, 8A4, 8AS, 8AOL,
Nguyén Thi Kim Cuc vien 16p BA3 A7)
" aie CNghé (7A1, 7A2, 7TA3, TA4, TAS, TA6,
. R 120 TA7, TA8, 7TA9, 7A10, 7Al11, 7A12,
Truong Nhi Ha vién 7A13, TAL4, 9A6, 9A7, 9A8, 9AQ
9A10, 9A11)
Gido [hu nhiém
35. X T : vién- | 16p 7A15]  CNghé (7A15, 7A16, 7TA17, TA18, 7A19,
Nguyen Thi Bach Mai TTC 7A20, 9A1, 9A2, 9A3, 9A4, 9AS)
M
36 o Giao [hunhiém  CNghé (6A1, 6A2, 6A3, 6A4, 6AS, 6AG,
‘| Nguyén Thi TAm vienT | 16p 6A3 6A7) + HDTN-HN (9A1, 9A2, 9A3,
TCM 9A4)
- aie CNghé (6A8, 6A9, 6A10, 6ALl, 6A12,
. \ C N g s A 1a0 6A13, 6Al14, 6A15, 6Al6, 6A1l7,
Hoang Thi My Thi¢n vién 6A18) + HDTN-HN (8A1, 8A2, 8A3

8A4, 8A5, 8A6, 8A7, 8A8, 8Al7)




38. s Ty A Giao [hunhiém| Tin (6A15, 6A16, 6A17, 6A18, 8AL,
Mai Thi Duyén Anh vién | 16p 8A4 8A2, BA3, 8A4, BA5, 8BA12)
39. A Gido [hunhiém| Tin (6A9, 6A10, 6ALL, 7A17, 7AlS,
Nguyen Hong An vien | 16p 7A18 7A19, 7A20)
40 Gldo thunhiémi o\ o 9a6 9A7) + HDGDDP (7A1
: A N7 TV . in , , ,
Tran Van D& vienT | lop 9A5 7A2,7A3, A4, TA5)
TCM
A1, ¢ A s Giao [hunhiém|  Tin (6A5, 6A6, 6A7, 6A8, 7A6, 7A7,
L& Thi Lan Anh vien | 16p 6A6 7A8)
Giao ]
4 vy Tin (9A8, 9A9, OA10, OAll) +
| Lé Binh Pha The HDGDDP (7A6, 7A7, 7AS8, 7A9,
N 7A10, 7A1L, TA12, 7A13)
43. X s A Giao Tin (6A1, 6A2, 6A3, 6A4, 7A1, 7TA2,
Nguyén Vén Thong vién 7A3, 7A4, 7A5)
7 q Gido [hunhiém| Tin (6A12, 6A13, 6AL4, 7A13, 7Al4,
HO Nhu Thuy vien | 16p 7A16 7A15, 7A16)
45, N W Giao [hunhiém| Tin (7A9, 7A10, 7Al1, 7A12, 8Al3,
Nguyén Thi Thu Thuy vien | 16p 7A12 8A14, BA15, BA16, 8AL17)
46, N , Giao [hunhiém|  Tin (8A6, 8A7, 8A8, 8A9, BAL0, 8ALL,
Nguyen Thi Thanh Trac | ia ™ 715, g A6 9A1, A2, 9A3, 9AL)
Giao
vién-
P TTe MT (6AL, 6A2, 6A3, 6A4, BA5, BAG,
| P& Thi Lidu . 6A7, 9AL, 9A2, 9A3, 9A4, 9AB, 9A6.
A7, 9A8, 9A9, 9A10, 9A11)
PCT
Ch
N . MT (6A8, 6A9, 6A10, 6ALL, 6AL2,
| o i0 6A13, BAL, 8A2, 8A3, 8A4, 8AS,
Nguyen Thi Kim Ngan | e 8A6, BA7, BA8, 8A9, BA10, BAL1
8A12, BA13, 8A14)
. . MT (6A14, 6AL5, 6A16, 6A17, 6ALS,
. o i0 7AL, 7A2, TA3, TA4, TAB, TAB, AT,
Nguyén Thi Tham vién 7A8, TA9, 7A10, 7Al1, 7A12, 7A13,
7A14, 7A15, 7A16, 7A17)
- . Nhac (7A1, 7A2, 7A3, TA4, 7AS, TAG,
1o | i40 TA7, 7A8, A9, TA10, 7TA11, 7A12
Vi Thi Thanh Mai vién 8AL1, 8AI12, 8A13, B8Al4, BAIL5
8A16. 8A17)
51 o Gizo Fhunhiém|  Nhac (6A15, 6A16, 6A17, 6A18, 9Al,
| Nguy&n Thi Tra My Sl | 16p 6AL7 OA2, 9A3, 9A4, OAS, 9AG, 9AT, 9AS,
9A9, 9A10, 9A11)
- | Giso Fhunhiém|  Nhac (6AL, 6A2, 6A3, 6A4, 6A5, 6AG,
"| Hoang Thi Thanh Tam vién 16p 6A13 6A7, 6A8, 6A9, 6A10, 6Al1l, 6A12,
6A13, 6A14)
Giao [hu nhiém
1o | ien- | 16p 6A7
53-| Huynh Thi Phuong Chi il Ip 6 Anh (6A7, 6A8, 6A9, 9A8, 9A9)
M
54, ¢ o e x Gidao [hi nhiém
Lé Thi Thu Diém vién 16p 9A6 Anh (6A13, 6A14, 6A15, 9A6, 9A7)




55. . N Gido [hunhiém| ChCoy (7A20) + SHL (7A20) + Anh
Phan Thi Ngoc Di¢u vien | 16p 7A20 (7A18, 7A19, 7A20, 8AL, 8A2)
Giao [hu nhiém
%01 pham Ngoc Hién Sl Op TALL Anh (7A10, 7A11, 7A12, 9A1)
M
57. C Gidao [hu nhiém
Pham Thi Quynh Hoa vien | 16p9A3| Anh(6AL0, 6ALL BA12 9A2, 9A3)
58. N A Gidao [hu nhiém
Mai Thi Ngoc Huyén vien | 16p 8A11 Anh (7A13, 7Al14, 8A11, 8A12, 8Al13)
59.1 &% va: . Gidao [hu nhiém
Do Minh Khanh vién 16p 6A2 Anh (6A1, 6A2, 6A3, 9A4, 9A5)
60.| 112 1y v: ps Gidao [hu nhiém
HO Hoai Khanh vién 16p 7TAT7 Anh (7A7, 7A8, 7TA9, 8A14, 8A15)
o Gido [hunhiém| ChCo (7A4) + SHL (7A4) + Anh (7A4,
Ha Cam Phat vien | 16p 7A4 7A5, 7AB, 8A16, 8AL7)
62.| ... N Giao Anh (7A15, 7A16, 7Al7, 8A3, 8A4,
Trinh Doan Tam vién 8A5, 8A6)
63.| - x Gidao [hu nhiém
Tran Thu Trang vién 16p 9A11 Anh (6A4, 6A5, 6A6, 9A10, 9A11)
64|« . . Gio TD (7ALl, 7A2, 7A3, 7TA4, TA5, TAS,
Vi Vén Dinh vién 8A4, BA5, A6, 8A7)
65. ‘ Giao TD (6A9, 6A10, 6All, 6A12, BAL3,
Pham Hung vién 6A14, 7A10, 7AL1, TA12, 7A13)
66.| Nguyan Manh  Hung- | Gio TD (8A1, 8A2, 8A3, 9AL, 9A2, 9A3,
TTCM-TKHD Vvién 9A4)
67. N . Giao [hunhiém| TD (7A7, 7A8, 7A9, 8A14, 8A15, 8A16,
Nguyén Thi Thanh Mai vien | 16p 8A15 8A17)
68. . Gido [hunhiém| TD (7A17, 7A18, 7A19, 7A20, 9A9,
Pham Thi Kim Ngén vien | 16p 7A17 9A10, 9A11)
Giao
69.| - a - vién- TD (6A5, 6A6, 6A7, 6A8, 9A5, 9AG,
Tran Thi Thanh Thién cTC 9A7, 9A8)
5
70. N Gido [hinhiém| TD (6AL, 6A2, 6A3, 6A4, 7TAL4, TAL5,
Nguyén Quoc Trang vien | 16p 7A14 7A16)
Giao [hu nhiém
1\ Phan Thi Thity Diém o 1p AL TN (6A11, 9A1, 9A2, 9A3)
M
721 L& Thi Hoai Dung V?éﬁo KHTN (6AL, 6A2, 8A1, 8A2, 8A3)
73. . . . Giao [hiu nhiém
Hoang Thi Duyén vien | 16p 6A16 KHTN (6A15, 6A16, 8A4, 8A5)
74. X 1A 1TA Gidao [hi nhiém
Nguyen Lé Hong Hanh vien 16p 6A5 KHTN (6A5, 6A6, 7A14, 7TA15)
5.0 ¢ n o s vred Giao [hu nhiém
Lé Thi Hién vian 16p BAT7 KHTN (6A17, 6A18, 8A6, 8A7)
76.| s o A Gio
Ho6 Kim Huyén KHTN (7A16, 7A17, 8A14, 8A15)

Vién




77| ¢ < : Giao [hu nhiém
L3 Thi Thanh Mai vien | 16p 8AL7 KHTN (8A16, 8A17, 9A4, 9A5)
78] ¢ A o Giao [hu nhiém
Lé Thi Phuong vien | 16p 7A13 KHTN (6A7, 6A8, 7A12, 7TA13)
79. x R Gidao [hu nhiém
Nguyén Thi Cam Thu vien | 1op 6A12 KHTN (6A12, 7A9, 7A10, 7A11)
80. x o \ Giao
Nguyen Thi Bich Thuy vien KHTN (8A10, 8Al1, 9A6, 9A7)
Giao
81. . R vién-
Huynh Thi Hai Thu TTC KHTN (6A3, 6A4, 7A4, 7TA5)
M
82. x N r~ e A Giao
Nguyén Thi My Tién vian KHTN (7Al, 7A2, 7A3, 9A10, 9A11)
83.| Nguyén Huynh Thanh [ Gido [hu nhiém
Tram vién 16p 9A8 KHTN (8A8, 9A8, 9A9)
84. x : X ron Giao [hu nhiém
Nguyeén Thi Huyén Tran vien | 16p 8A13 KHTN (6A13, 6A14, 8A12, 8A13)
85. X - A Giao
Tran Van Tuan vién KHTN (6A9, 6A10, 7A6, 7TA7, 7A8)
86. x R . Giao LSPL (6A9, 6A10, 6A11, 6A12, 8A1S,
Nguyeén Thi Kim Chi vién 8A16, 8AL7)
87. \ . Giao [hu nhiém LSPL (6A6, 6A7, 6AS8, 7A12, 7A13,
Hoang Thi Danh vien | 16p 6A8 7A14, TA15)
88.| ~% o nsm Giao LSDL (6A1, 6A2, 6A3, 6A4, 6AS, 7Al6,
D6 Thi My Dung vién 7A17)
89.| . x . Gidao [hu nhiém
Tran Thi Dinh vién 16p 7A19 LSPL (7A18, 7A19, 7A20, 9A3, 9A4)
90.| . Crh Gidao [hu nhiém
Trinh Thi Hong vién 16p TA6 LSDPL (7A6, 7A7, TA8, 8All, 8Al12)
Ol | ¢ aAvp: v Gidao [hu nhiém
Lé Thi Linh vién 6p 8A2 LSDL (8A1, 8A2, 9A5, 9A6, 9A7)
Giao [hu nhiém
: . : ién- | 16p 9A10
92:1 Pham Hoang Linh e [P LSDL (8A6, 8A7, 9A10, 9A11)
M
93. . - Giao [hu nhiém
Phung Thi Ninh vién 16p TA9 LSDPL (7A9, 7A10, 7A11, 8A13, 8A14)
.| A Giao [hiu nhiém
L6 Thi Phuong vién 16p 7A2 LSDL (7A1, 7A2, 8A3, 8A4, 8AS)
Gido [hu nhiém
: . . ién- | 16p 8A9
95| Hoang Thi Thu e | P LSDL (8A8, 8A9, 8A10, 9A8, 9A9)
M
- Gid HDGDDP (6A1, 6A2, 8A1, 8A2, 8A3,
N 140 8A4, 8A5, 8A6, 8A7, 8A8, 8AY,
Ho Thanh Son vién 8A10, 8ALll, 8A12, BAI3, 8AL4
8A15, 8A16, 8Al7)
97 ) Gido HDTN-HN (6A12, 6A13, 6A14, 6A15,
"| Ha Van Ut vian 6A16, 6Al17, 6A18, 7Al10, 7A13,

7A14, TAl15, 7Al6, 7Al7, 7A18,




7A19, 7A20)

98.

Huynh Thi Kim Loan

CT
Thu
vién

TT hanh
chinh

- Cin clr vao ké hoach cua nha trudng, xay
dung ké hoach cu thé hang thing cia to
minh. Ké hoach phai dugc lanh dao truong
phé duyét va cong khai tai phong hoi dong
vao tuan 1 trong thang.

- Quan 1y: SO theo ddi cong tac can bo, s6 hoi
hop, s6 cham cong; Soan thao cac ndi1 dung
bao cao dinh ky hang thang

—Lap s6 theo ddi vé viéc muon sir dung sach
bao van hoa pham hang ngay. Hang thang
1ap bao cao vé tinh hinh sir dung.

- Phan loai cu thé vé sach gido khoa, sip xép
khoa hoc dé 14y, dé tim, giir gin, bao quan va
vé sinh thudng xuyén, dam bao khong bi mbi
mot, hu hong.

- Hang nam kiém ké hai 1an: dau nam va cubi
nam, lap bao cao tinh hinh vé chat lugng
SGK qua viéc sir dung. S6 sach thiéu phai
duoc cu thé tung loai va dé xuat mua sam bd
xung. Str dung kinh phi déng gdép hodc dugc
cap phai cong khai, rd rang.

—Bd4o quan, v¢ sinh thuong xuyén. Nhap kho
cac loai sach vo duoc cép hodc mua vé, lap
s6 ghi chép luu trir hoa don ching tir trudce
khi dua vao sur dung.

L T6 chuc, sép Xép viéc doc, muon sach khoa
hoc. Pam bdo thoi gian tryc theo bang phan
cong cua Hiéu trudng.

- Nhén céc loai bdo, 4n pham, l4p s6 ghi chép
theo doi va phan phéi su dung, chiu trach
nhiém bao quan luu trir, khong dé mat hodc
that lac.

—Thay mat hiéu truéng quan ly nhan vién

trong t6 minh vé ché do lam viée, vé thuc

hién nhiém vu cong vié¢c hang ngay.

- Hudng din cac t6 vién thyuc hién luu trir va

ghi chép dﬁy du cac loai HSSS duoc giao,

thuc hién ndi dung cong viéc nhu: Cong tac

Thu vién - Thiét bi, cong tdc Van phong,

cong tac Ké toan, cong tic bao vé truong,

cong tac v¢ sinh...

— Thuong xuyén kiém tra, dén dbc viéc thuc

hién nhiém vu cta cic to vién. Chiu trach

nhiém vé chat lugng, hi€u qua cong viéc
hanh chinh nha truong.

- Thyc hién cong viéc dot xuat khi Hiéu

truong phan cong.

99.

Lé Thi Ldm

CTY

—Cham so6c suc khoe cho can bo, gido vién,

nhan vién va hoc sinh ctiia nha truong.




— Giam sat hoat dong cua can tin.

— Phoi hop voi tram y té, phong y té trong
cong tac phong chéng dich bénh.

—Lap ké hoach, bao céo cac noi dung c¢ lién
quan dén y té hoc duong.

— Phu trach BHYT, BHTN.

—Thuc hién cong viéc dot xuat khi Hiéu
trudng phan cong.

100

Nguyén Thi Bich TrAm

cT
Thiét
bi

—Lap s6 theo ddi vé viéc muon s dung dd
dung thiét bi day hoc hang ngay. Hang thang
1ap bao cao vé tinh hinh str dung.

L Phan loai cu thé vé thiét bi day hoc, Sép Xép
khoa hoc d& 14y, dé tim, giir gin, bao quan va
vé sinh thudng xuyén, dam bao khong bi mbi
mot, hu hong.

- Hang nam kiém tra hai lan: dau nim hoc
moi va cudi ndm hoc (ngoai ra con kiém ké
tai san theo quy dinh), lap bao cdo tinh hinh
vé chat lugng thiét bi qua viéc sir dung. S6
sach, thiét bi thiéu phai dugc cu thé tung loai
va dé xuat mua siam bo sung.

- Han ché cho hoc sinh, hoic ngudi khong co
trach nhiém vao khu vuc phong thiét bi. Cac
thiét bi, tai san c6 tén trong danh muc cap ve,
khi kiém tra thay thiéu hozc bi that thoat ma
khong rd ly do, thi nhan vién phu trach phai
chiu boi thuong. Cac trudng hop d6 va, hu
hong déu phai lap bién ban hién trang va bao
cao Hiéu trudng.

—Bao quan, v¢ sinh thuong xuyén, khong lam
mat, hu hong tai san, thiét bi nha truong.
Nhap kho cac loai thiét bi dugc cip hoic
mua vé&, 1ap sd ghi chép luu trit hoa don
ching tur trude khi dua vao su dung.

- Thyc hién cong viéc dot xuat khi Hiéu
trudng phan cong.

101

DPing Hong Qué

Ké
Toan

- Phu trach cong tac ké toan cua nha truong.
Thuc hién dy toan, thanh quyét toan kinh phi
timg thang, qui, nim theo ché do6 qui dinh
ctia Bo tai chinh va nganh cip trén.

- Thuc hién luu trit cac hd so ching tur, )
sach ké toan theo qui dinh cua b¢ tai chinh.
Thuc hién cac ché do chinh sach kip thoi,
cong khai minh bach, tham muu vé1 Hiéu
trudng vé cong tac stra chita, mua sdm tai san
phuc vu hoat dong gido duc trong nha truong
ding muc dich co6 hi¢u qua.

- Hang nam tién hanh kiém ké tai san, thuc
hién khiu hao tai san theo gid tri hao mon

khi st dung, nhiing tai san thanh ly phai c6




su giam sat cua Cong Poan, Thanh tra nhan
dan va bd phan phu trach.

— Thyc hién day di cac nhiém vu va yéu ciu
dugc qui dinh luat ké toan 88/2015/QH 13
ban hanh ngay 20/11/2015 ctia Qudc hoi.

- Khong tryuc tiép tham gia mua sam, sira chira
tai san nha trudng. Thuc hién ché do du toan,
chiét tinh, bao gia c6 tinh kha thi, dam béao
hét stre tiét kiém tai chinh cho nha trudng.

- Hudng dan cin k&, diy du cac hoa don
chtng tir khi thye hién thanh quyét toan.

- Xay dung Ké hoach, bao cdo...co lién quan
dén cong tac ké toan.

—Thuc hién cong viéc dot xuat khi Hiéu
truong phan cong.

102

Pham Thi Phuong Thao

Thu
quy

—Pam bdo cong tac thu, chi kip thoi theo
dang quy dinh;

—Cung voi ké toan chiu trach nhiém thanh,
quyét toan tai chinh ding quy dinh;

— Hang tuan bao cao tinh hinh thu cac khoan
cho GVCN biét dé kip thoi dong vién, nhic
nho hoc sinh;

- Hang thang bao cio tong hop viée thu, chi
bang vin ban cho Hiéu truong;

- Chap hanh cic nhiém vu phan cong khac
cua Hiéu trudng.

103

Lé Thi Trac Linh

Van
thu

TP hanh
chanh

— Nhan cong vin di, dén vao s6 theo qui dinh
va chuyén cho hiéu truong xtr 1y, gitp hiéu
truong luu tri cong van di, dén.

— Soan thao cac loai van ban hanh chinh cua
truong, vao so du, dung qui dinh va giri di
nhanh, kip thoi, dang dia chi.

- Gifr, bao quan con dau. Giit gin nghiém mat
cac loai giéy to, van ban nha truong. Str dung
dong dau dung qui dinh, dung muc dich,
khong dé gido vién, nhan vién dong dau tuy
tién.

- Chap hanh cic nhiém vu phan cong khac
cua Hi¢u trudng.

104

Ly Kim Duyén

Hoc
vu

- Gitp hiéu truong ghi s6 ding bo, quan 1y sd
goi tén ghi diém tai van phong (Iap so theo
doi ky muon hang ngay).

—Quan ly: Hoc ba hoc sinh; S6 theo ddi va
cap phat van bang, S6 theo ddi hoc sinh
chuyén di — chuyén dén;

— Chiu trach nhiém thong ké vé do tudi, dia
ban, gia dinh, dan tc cta hoc sinh

—Quét don v¢ sinh khu hanh chinh van phong
va chuin bi nuéc udng hang ngay, tiép don

khach ding quy dinh.




—Thuc hi¢n nhi¢ém vu phan cong khac cua
hi€u truong.

- Quan 1y né nép hoc sinh, theo ddi chuyén
can, trat tu
—Bao cdo, tham gia danh gia hanh ki€ém, xép

105{ Nguyén Thi Cam Nhung thl?im loai vé pham chét va ning luc cho hoc sinh
' khoi 9
—Thuc hién cong viéc dot xuat khi Hiéu
trudng phan cong.
— Quén 1y né nép hoc sinh, theo ddi chuyén
can, trat tu
o ' Giam —Bado cao, tham gia danh gia hanh kiém, xép
106/ Pham Thi Kim Thi thi loaj vé pham chat va nang luc cho hoc sinh
' khoi 6
—Thuc hién cong viéc dot xuat khi Hiéu
truong phan cong.
—Quan 1y né nép hoc sinh, theo ddi chuyén
cén, trat tu
N o Giam —Bao cdo, tham gia danh gia hanh kiém, xép
107| Nguyén Thi Mai thi loai vé pham chat va nang lyc cho hoc sinh
' khoi 7
—Thuc hién cong viéc dot xuit khi Hiéu
truong phan cong.
- Quan 1y né nép hoc sinh, theo ddi chuyén
cén, trat tu
N ' Giam —Bao qéo, gham gia danh gia hanh kiém, xép
108| Nguyén Minh Nguyét thi loai vé pham chat va nang luc cho hoc sinh
' khoi 8
—Thuc hién cong viéc dot xuit khi Hiéu
trueong phan cong.
- er;gz —Phu trach cong ngh¢ thong tin. ,
109 Chung Nhén Tai CNT —Thuc hién cong viéc dot xuat khi Hi¢u
T trudng phan cong.
Tu van
hoc - Tu van tdm Iy hoc sinh.
110| D& Thi Hoang Quyén duon - Phuy trach cong tac phod cap. ’
’ g- —Thuc hién cong viéc dot xuat khi Hi¢u
PCG trudng phan cong.
D
111] Pham Ut Hién Bao vé - Kiém tra, khoa cira cic phong hoc, phong
112 Pham Van Quen Bio v¢ chtrc ning, cira sit cau thang, hoi truong khi
113 Pham Van Nguyén Bao vé hét gio lam viéc va sau budi tan hoc. Ban
dém tryc bao vé, gilt gin trong coi co sO vat
chat, tai san cua nha trudng.
- Theo ddi chAm cong lam viéc hang ngdy cia
114 Nguyén Chi Hung Bao vé can bo, gido vién, nhan vién.

—Trong coi gilt gin cac tai san chung cta nha
truong, gom: cac phong hoc, cac khu van

phong lam viéc, chiu trach nhiém vé cac tai




san chung cua nha truong theo qui dinh. Phat
hién kip thoi nhitng hu hong mat mat tai san
trong nha truong lap bién ban bdo cdo nha
truong xtr 1y. Néu truong hop hu hong mét
mat tai san ma khong rd nguyén nhan thi bao
vé phai boi thuong.

—Trong coi, gilt gin cdy xanh, xir 1y cac
truong hop xam pham tai san nha truong.
Tham gia xtr 1y cac truong hop vi pham trat
ty tr1 an trong truong hoc theo qui dinh cua
phap luat.

Chép hanh cac nhiém vu phan cong khac cta
Hi¢u truong.

—Quét don, v¢ sinh san truong, hanh lang, cau
thang.

— V¢ sinh nha vé sinh hoc sinh, gido vién.
—Phuc vu nudc uong cho nhan vién, hoc sinh.

Lau chui, don dep phong hop, phong chuc
nang, bon hoa, thung rac.

115 Ha Thj Thu Tram Pg‘i"
116 Phan Thi Thanh Thao P %‘:f
117| Trén Thi Vidn Phyc

vu
118 Pham Thi Manh P%‘ff

Thyc hi¢n cong viéc dot xuat khi Hiéu

truedng phéan cong

Bang phan cong nay dugc ap dung tir ngay 01/09/2024./.

HIEU TRUONG

Tran Thién Tai
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