
UBND QUAN TAN BINH 
TRU'ONG THCS NGUYEN GIA THIEU 

C()NG HOA XA H()I CHU NGHiA VItT NAM 
D9c If p - T\f do - Hfnh phuc 

S6: g() /QD - NGT Tan Binh, ngay 14 thang 10 nam 2024 

QUYETDJNH 
Phan cong nhifm Vl} nam hQC 2024 - 2025 

HIEU TRUONG TRUONG THCS NGUYEN GIA THIEU • 

, , l'ltl ' 

Can cu so Thong tu so 20/2023/TT-BGDE>T hu6ng dan ve vj tri vi~c lam, ca 
, ' , 

cau vien chuc theo chuc danh nghe nghi~p va djnh muc so lugng nguai lam vi~c 
trong cac CO' so giao d\lC ph6 thong va cac truang chuyen bi~t cong l~p; 

Can cu Thong tu s6 32/2020/TT-BGDE>T ngay 15 thang 09 nam 2020 cua Be) 
' ' 

Giao d\}C va E>ao t~o ve vi~c ban hanh E>ieu I~ truang trung hQC CO' so, truang trung 
., ., ' , 

hQC pho thong va truang pho thong c6 nhieu cap h9c; 
? , 

Can cu trinh de) chuyen mon, nghi~p V\l va nang lµc, pham chat cua vien chuc 
Giao vien, nhan vien; 

, 
Can cu vao tinh hinh thµc te trong nha truang; 

QUYETDJNH: 

Di~u 1. Nay phan cong nhi~m V\l vien chuc Giao vien, nhan vien trucmg 
THCS Nguy~n Gia ThiSu nam h9c 2024 - 2025; (Kem theo bang phan cong nhiefm 
V¥ cua vien chuc GV-NV nam h9c 2024 - 2025). 

' , ? 

Dieu 2. Quyet djnh nay co hi~u h;c thi hanh ke tu ngay ky; 

Di~u 3. Vien chuc giao vien, nhan vien truang THCS NguySn Gia ThiSu chju , 
trach nhi~m thi hanh Quyet djnh nay./. 

Nui nli~n: 
- Nhu Di~u l (ai th1;Cc hi¢n); 

HIEUTRU0NG • 

- Luu: VT. 

h§t Nhan Hi~u 



~ lAN ~•,, " " 
~~~ ~ ~~.~~lNG PHAN CONG 

Nb.,.. '~ JRUONµ, ~-J ,.. h" .,... "' h 2024 2025 
•~m ~ ,~1~~~ ~-• n, cong n an v1en nam QC -

(Kem theo ~ t~~M} 7ffltit~hiffi f DIQD-THCS NGT ngily 14 thang_ 10 nam 2024 
~a~J?u tr ~g truang THCS Nguyen Gia Thieu) 

1. Phan cone giao VI -<11 * -+.'+-~ 

Stt Ho va ten Chtrc vu 
Phan cong Cong tac 

. • nhiem vu kiem nhiem • • . 
Dinh Thi NgQc Nhung Giao vien Giang d~y 

Chu nhi~m, t6 tnrong 
1 chuyen mon 
2 Le Thi Thanh Huy~n Giao vien Giang d~y Chu nhi~m, NT, TPCM 
3 Nguyen Thi Thu Huang Giao vien Giang d~y Chu nhi~m 

Le Kim Phugng Giao vien Giang d~y 
Chu nhi~m, NT, thu ky 

4 HDSP 
5 Nguyen Thanh Tam Giao vien Giang d~y --
6 Le Thi Duyen Ghio vien Giang d~y Chu nhi~m, nh6m truang 
7 06 Thi Minh Cfun Giao vien Giang d~y Chu nhi~m, nh6m truang 
8 Nguyen Thi Hoa Phugng Giao vien Giang d~y Chunhi~m 
9 Nguyen Thi Tu Dyen Giao vien Giang d~y Chu nhi~m 
10 Nguyen Vii Phuong Thanh Giao vien Giang d~y Chu nhi~m 
1 1 Nguyen Thi Kim Anh Giao vien Giang d~y T12 nghi huu 
12 Vii Thi Thanh Tam Ghio vien Giang d~y 

? 

To tnrong chuyen mon 
13 Nguyen Thi Phu6c Lanh Giao vien Giang d~y Chu nhi~m, TPCM 
14 Vii Thi Thu Ha Giao vien Giang d~y Chu nhi~m, CTCD 
15 Nguyen H6ng Phuc Giao vien Giang d~y Chu nhi~m, nh6m truang 
16 Nguyen Thi Thu Thuy Giao vien Giang d~y Chu nhi~m, nh6m tnrang 
17 Bui Kim Oanh Ghio vien Giang d~y Chunhi~m 
18 Bui Thi Bich Lien Giao vien Giang d~y 
19 Bui Huang Doan Thuy Giao vien Giang d~y Chu nhi~m, nh6m truang 
20 Nguyen Thi Vi~t Ha Giao vien Giang d~y 
21 Le Thi Ng9c PhuQ'Ilg Ghio vien Giang d~y TTCM 
22 Dinh Van Nhu~n Ghio vien Giang d~y 
23 Nguyen Thi Hong Theu Giao vien Giang d~y Chu nhi~m 
24 Ngo Thi Ng9c Thuy Ghio vien Giang d~y TPCM 

, 

Ghio vien Giang d~y 25 Huynh Tan Dung 
' Giao vien Giang d~y 26 Ph~m Thi Hong Loan 

27 Nguyen Thi Nhung Giao vien Giang d~y Chu nhi~m 
28 Nguyen Thanh Long Giao vien Giang d~y TTCM, TTND 
29 Tang Truong Minh Khanh Giao vien Giang d~y Chu nhi~m, UVCD 
30 Nguyen Thuy An Giao vien Giang d~y Chu nhi~m, TTVPL 
31 Le Hoang Ng9c Tran Giao vien Giang d~y TPCM, chu nhi~m 
32 Truong Hoang Ng9c Ha Giao vien Giang d~y HQ san den thang 1/2025 
33 Le Thi Chung Giao vien Giang d~y T6 truong chuyen 1non 
34 Huynh Quoc Phong Giao vien Giang d~y Chu nhi~m, TPCM 
35 Nguyen Thi H~nh Linh Giao vien Giang d~y Chu nhi~m, NT 
36 Nguyen Thi Bich Phugng Giao vien Giang d~y Chu nhi~m 
37 Nguyen Nhu Phuc Giao vien Giang d~y Chu nhi~m ----

~ 
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•.----....------------.---------.------,-----------.-------------. 
3 8 Le Thi Tuy€t Ngan 
39 Nguy€n Due Chieu Nghi 
40 Duong Thi Thu I-Ia 
41 Vu Thj Luu 
42 Nguy~n Cao Huynh 
43 Le Thj Thuy 
44 Trful Thi~n Vo 
45 Trful Nguyen K.hoi 
46 Chung Thj Bich Ng9c 
4 7 Huynh Quang Thuang 
48 Nguy€n My Luyen 

Giao vien Giang d~y 
Giao vien Giang d~y 
Giao vien Giang d~y 
Giao vien Giang d~y 
Giao vien Giang d~y 
Giao vien Giang d~y 
Giao vien Giang d~y 
Giao vien Giang d~y 
Giao vien Giang d~y 
Giao vien Giang d~y 

49 06 Thuy Kim Thoa Giao vien Giang d~y 
50 Doan Le Truong Phat Ghio vien Giang d~y 
51 Nguy€n Thi Khn Luy~n Giao vien Giang d~y 
52 D~g Thi Lien Giao vien Giang d~y 

Chu nhi~·m, nh6m truang 
Chu nhi~m 
Chu nhi~m 
Chu nhi~m, NT 
Chu nhi~m 
Chu nhi~m 

Chu nhi~m, nh6m truang 
Nh6m tru6ng 

T6 truong chuyen mon 
Chu nhi~m 
Chu nhi~m, TPCM 
Chu nhi~m 

__ 5_3--+-_N_,,.g:___o_T_h__,_i _N_g"--u..L...y...:...,~t ____ --1-_G_i_ao_v_ie_n-----+-__ G_ia_n~gd_.!...~L___y_+--C_h_u_n_h__,i ~:___m___ __ _ 
Chu nhi~m, 

54 Nguy€n Van Thao Giao vien Giang d~y doan 
Bi thu Chi 

55 Ph~n Hoang Tuyen Giao vien Giang d~y Chu nhi~m 
56 Nguy€n Thj Anh Linh Giao vien Giang d~y Chu nhi~m 
57 Trfin Thuy My Linh Giao vien Giang d~y T6 ph6 chuyen mon 
5 8 H6 Thj Thu Ranl Giao vien Giang d~y Chu nhi~m 
59 Ph~ Thj Doan Trang Giao vien Giang d~y 
60 Ph~ Thj Kim Thanh 
61 Nguy€n Hoang Minh Tri Giao vien Giang d~y TTCM 
62 Nguy€n Phi Phuang Giao vien Giang d~y 
63 Le Quang Hung Giao vien Giang d~y 
64 06 Hoang Trung Giao vien Giang d~y 

r 

65 Dinh Anh Uyen Giao vien Giang d~y T6 ph6 chuyen mon 
66 Nguy€n Thi Mai Tram Giao vien Giang d~y 1----+-~.L-----=--------+------t------'-''----=-.L..---+-------------·· I 
67 Le Van Hy Giao vien Giang d~y 
68 Doan Trfin Vi~t Giao vien Giang d~y 
69 Phan Nguy€n Linh Tuyen Giao vien Giang d~y Chu nhi~m 

2. Phan cong can bq, nhan vien 

Stt Ho va ten Chtrc vu Phan cong Cong tac 
• • nhifm V\I kiem nhiem 

• 

TO VAN PHONG 

Lanh d~o-
, , Hi~u Quan ly I Ton That Nhan Rieu 

tru6ng chung 

Ph6 Hi~u 
Quan ly Quan ly n€ nep, ky lu~t GV, 

• 
chuyen 

, 
2 Dao Thj Thu Hang truang HS -y te h9c duong, v~ sinh 

,.. 
truong h9c, thu vi~n, van thu, mon 
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3 Nguy€n Thanh Hi~p 

3 Chu Thi Hi~n 

4 Nguy€n Hoang Anh Thu 

5 Nguy€n Hoang Linh 

6 Bui Nguy€n Kim Anh 

7 Le Anh Ki~t 

8 Ph?m Duy Tam 

9 Nguy~n Tr9ng Chanh 

10 Le Due Minh 

Ph6 Hi~u 
tru&ng 

Nhan 
vien 

Nhan 
vien 
Nhan 

. " v1en 

Nhan 
vien 

Nhan 
vien 

Nhan 
vien 

Nhan 
vien 

Nhan 
vien 

Quan ly 
chuyen 

" mon 

Ke toan 

Thu vi~n 

CNTT 

Van thu 

Quan sinh 
(hd) 

Quan sinh 
(hd) 

TPT (hd) 

Quan sinh 
(hd) 

h9c V\l, PCCM, xep TKB, cac 
ke hO?Ch (theo phan cong) 

Quan ly ne nep, ky lu~t GV, 
HS - Quan ly An toan truang 
h9c, cong tac PCCC, Quan ly , 
cong thong tin di~n tu, trucrng 

h9c ket nf>i, THTN, Thi~t bi, k~ 
ho?ch ( theo phan cong) 
Quan ly ca so v~t ch!t. 
Quan ly cac phln m~m 

(BHXH, CBCC, KT, Thu ti~n, 
t6 chuc Nhan sµ); 

Thu quy 

T6 truang T6 Hanh chanh. 
Quan ly cac phln m€m nhan sµ 

(h9c sinh, giao vien) 
Ph\l trach cong ngh~ thong tin 
Ph\l trach van thu, hQC V\l, thµc 
hi~n vac phln m€m du li~u h9c 
sinh, s6 sach, gifiy to ... ) 
Quan ly n€ n~p, chuyen cfin, ky 
lu~t h9c sinh khfii 8,6 - bu6i 
sang 
Quan ly ne nep, chuyen can, ky 
lu~t h9c sinh khfii 9, 7 - bu6i 
sang 
Thµc hi~n ke ho?ch D<)i va 
quan ly h9c sinh (theo phan 
cong) 
Quan ly ne nep, chuyen can, ky 
lu~t h9c sinh khf>i 7 

Quan sinh Quan ly n€ nep, chuyen cfrn, ky 
11 Ph?m Vi€n Dong 

Nhan 
vien (hd) lu~t h9c sinh khf>i 8 

12 Ph?m Trln Uyen Phuong 

13 Le Nghi L~p 

Nhan 
vien 

Nhan 
vien 

Thu vi~n 
(hd) 

TB, THTN 

Ph\l trach phong thu vi~n, ph\l 
trach hu6ng ddn hQC sinh cac 
tiet d9c sach 
Ph\l trach phong THTN va cac 
thi€t bj d~y h9c 

3. Nhiem vu cu th~ . . . 
1/ Vii Thj Thu Ha - Chu tjch cong doan 

- Ph\l trach va chi d~o cac ho~t d<)ng Cong doan. 
- Xay dµng k~ ho~ch va thµc hi~n cac cu<)c v~n d9ng va phong trao thi dua. 
- Quan Ii va theo doi cac ho?t d9ng v€ cong tac thi dua cua CB-GV-CNV nha truang. 



- Thrun 1nuu Hi~u truong n(>i dung va thang di~m thi dua; chju trach nhi~m va l~p hf> 
so· thi dua theo quy djnh. , , , 

- Thong ke, tong hqp cac so li~u. 
, ' , " 

- Ket hqp cung chinh quyen cham lo cac che d(> chinh sach va bao v~ quyen lqi hqp 
phap cho CB-GV-CNV nha truong. 

- Lain lTIQt s6 cong vi~c khac do hi~u truong phan cong. 
2/ Nguy~n Van Thao - Bi thll' chi doan 

- Xay d\l'Ilg ke ho~ch va chi d~o cac ho~t d(>ng cua Doan Thanh nien C(>ng san Hf> 
Chi Minh. 

- Ph6i hqp cung Chi Doan thvc hi~n cac phong trao thi dua cua nha truang, cua 
nganh va cua dia phuong. 

, . 
- Ket hqp cung Tong ph\l trach D(>i phat d(>ng, duy tri phong trao thi dua cua h9c 

sinh, t6 chuc cac ho~t d(>ng trong cac ngay 1~ 16n. 
- Phan cong doan vien tham gia cac ho~t d(>ng xa h(>i. 

, , 
Phoi hqp v6i Tong ph\l trach d(>i giao d\lc, xu ly ky lu~t h9c sinh; 

- Lrun lTIQt s6 cong vi~c khac do hi~u tru&ng phan cong. 
3/ T6 tr11011g chuyen mon 

r , ' 

- Xay dµng ke ho~ch ho~t d(>ng cua to chuyen mon theo nam, thang, tuan . 
., ., '> ' 

- To chuc va chuan bi n(>i dung h9p to chuyen mon theo quy djnh 2 Ian /thang. 
- Tham gia dµ gio, ch§m sang ki€n va cac h(>i thi khac n€u duqc phan cong. 

• ' ? 

- To ch(rc thao giang, chuyen de, thvc t~p SU ph~m trong to. 
- D(>ng vien cac thanh vien trong t6 tf ch C\l'C tham gia cac phong trao do nha truang va 

c!p tren t6 chuc. 
- Chiu trach nhi~m v€ n(>i dung chuong trinh va k€ ho~ch giang d~y cua cac thanh vien 

• 
trong to. 

? 

- C6 trach nhi~m phan cong d~y thay khi cac to vien xin nghi. 
- Tham gia cung BGH kiSm tra ho~t d(>ng d~y cua giao vien va ho~t d(>ng h9c cua h9c 

sinh. 
- Thµc hi~n m(>t s6 cong vi~c khac do hi~u tru&ng phan cong. - , 

4/ Nguyen Thuy An: Ghio vien phi} trach cong tac phap che 
- Tham gia t~p hu§n v€ cong tac phap ch€ do c§p tren t6 chuc. 
- Chiu trach nhi~m tuyen truy€n cac van ban c6 lien quan va phv trach bang tin tuyen 

truySn phap lu~t. 
- Thµc hi~n bao cao vS cong tac tuyen truy€n phap lu~t theo tung thang, quy, nam 

h9c. 
- Thµc hi~n cac lo~i hf> so s6 sach theo quy djnh. 
- Tich eve v~n d(>ng CB-GV-CNV tham gia cac h(>i thi do c§p tren t6 chuc. 
- Thµc hi~n m(>t s6 cong vi~c khac do hi~u tru&ng phan cong. 

5/ Giao vien chii nhifm va Giao vien b(> mon 
- Thvc hi~n dung theo k€ ho~ch duqc phan cong. 
- Tham gia cac ho~t d(>ng v€ chuyen mon, cac phong trao do nha truong va cfrp trcn 

, 
to chuc. 

- Ph6i hqp v6i cac t6 chuc doan th~ thgc hi~n nhi~m vv giao dvc h9c sinh. 
- Thµc hi~n theo - Di€u I~ truang Ph6 thong. 
- Thµc hi~n m{>t s6 cong vi~c khac do hi~u truang phan cong. 

6/ Nguy~n Thanh Long: Giao vien phi} trach Thanh tra nhan dan 
- Giam sat vi~c thvc hi~n chinh sach, phap lu~t, vi~c giai quyet khi€u n~i, t6 cao, vi~c 

thgc hi~n phap lu~t v~ dan chu & CO' SO' cua CO' quan. 



- Ki€n nghi nguoi c6 thdm quy€n xu ly theo quy dinh cua phap lu~t khi phat hi~n c6 
dfiu hi~u vi ph~1n phap lu~t va giam sat vi~c thvc hi~n ki€n nghi d6. 

Khi cAn thi€t, xac 1ninh nhfrng V\l vi~c nhfrt djnh. 
Ki~n nghi kh~c ph\lc so ho, thi~u sot duQ'c phat hi~n qua vi~c giam sat; bao dam 

quy~n va lqi ich hqp phap cua cong dan va nguoi lao d(mg, bi~u duang ca nhan c6 thanh 
tich. Truong hqp phat hi~n nguoi c6 hanh vi vi ph~m phap lu~t thi ki€n nghi ca quan, t6 
chuc c6 thdtn quy~n xen1 xet, XU ly. 

7/ DBi v6i thauh vieu trong t6 Van phong 
7.11 Chu Tl1i Hi€n:-K€ toan: 

- Quan ly tfit ca cac phAn 1n€1n hi~n c6: ePmis, k€ toan, thu h9c phi ... 
- Chiu trach nhi~1n tru6c hi~u truong v€ cong vi~c duQ'c giao. 
* Nhiem vu Ki toan: . . 
- Lan1 t6t chuyen 1non nghi~p V\l: thanh quy€t toan, lam cac ch€ dQ kip thoi cho can 

b9 giao vien~ nhan vien theo dung yeu cAu, theo doi thu, chi dam bao niem y€t c6ng khia 
theo djnh ky va quy djnh cua Hi~u truong. 

- Thvc hi~n cac van ban bao cao theo yeu cfru quy dinh cua nha truong vacua cfrp tren 
datn bao tinh phap quy; c~p nh~t cac hf> so chung tu thu chi thanh quy€t toan hanh thang, 
quy nam h9c theo h? th6ng va thoi gian cua tung lo~i h6 so. 

- BHYT, BHXH cua can bQ giao vien, nhan vien nha truong. 
- Chiu trach nhi?m thanh toan, quy€t toan chinh xac, r5 rang cac lol;li quy theo dung 

lu~t tai chinh; niem y€t bao cao v€ thu chi ngan sach theo quy dinh. 
- L~p hf> sa k€ toan theo quy djnh. 
- Xay dvng k€ ho~ch va tham muu vi~c thu chi ngan sach cho Hi~u truong, cac khoan 

thu chi theo th6a thu~n cho Ban dl;li di~n CMHS dam bao dung nguyen tile, dung ch€ d9 va 
ti~t ki~tn. 

- Thvc hi~n dung theo quy ch€ chi tieu n(>i b9. 
- Quan ly co SO' v~t chfit nha truong. 
- Thvc hi¢n m9t s6 c6ng vi¢c khac do hi~u truong phan c6ng. 

7.21 Phuc vu: . . 
- Chiu trach nhi?m: Quet d9n san, xung - quanh truong. 
- Lau chui cfru thang, cac phong, nha v~ sinh tfrng lfru, lau chui cac cua s6, hanh lang. 
- Ti~p khach, chudn bi nu6c. 
- Thvc hi~n m(>t s6 cong vi~c khac do hi~u truong phan cong. 

7.31 Biio ve: . 
- Bao v~ tai san nha truong. 
- Ghi nh~n l~i nhfrng hi¢n tuQ'ng bfrt thuong xay ra nhu: Tinh hinh khach ra vao, tai 

san cua truong mang ra ngoai (khi chua du<Jc phep cua hifu truong). 
- Sua chua nh6. 
- Dain bao tinh hinh ANTT trong nha truong. 
- Ban giao ca vao cu6i gio va d~u gio horn sau. 
- Tuy~t d6i khong dUQ'C hut thu6c, u6ng fUQ'U bia va cho nguoi kh6ng phan S\f vao 

truong. 
- Tich eve phong ch6ng chay n6. 

Cup toan b9 cfru dao di~n vao nhung ngay nghi va cup cku dao lop h9c vao cu6i gio 
tan hoc. 

- • Trang ph\lc chinh t€, mang gifry, d6ng ph\lc bao v~, the deo dung qui djnh. 
- Khong cho h9c sinh ra ngoai khi da vao truong (trong gia h9c) 

TRU 
lG H 

'fEM 



* Nb. " h i{ ? b ? " t i{ •~nt V\J C\J t e cua ao v~ rye cong: , 
- Phai luon tuc tr\fc ngay cong ra vao (Sang, chieu) 
- Canh gift nha xe. 

' , 
- Gia hQC, gio ve khong de ph\l huynh vao trong lap hQC. 
- Gia chai phai co 1n~t t~i cfing d~ quan sat hQc sinh, nhic nh6 hQc sinh khong leo 

treo, ch~y gion, khong d~ hQc sinh mua qua banh ngoai cfing truong. 
- Khong ma cfing thuong xuyen (gicr hQc, gicr chai phai dong cfra). , , 
- Khong de hQC sinh di ra ngoai trong suot qua trinh hQC t~i truong. , 
- Khach, ph\l huynh vao lien h~ g~p GV phai moi vao phong tiep dan (theo thai 

gian quy djnh) 
- Phai di tu!n vao ban dem. , 
* Cong vi~c tu6'i cay, cat co , , 
- Kiem tra buoi sang (ban giao ca luc sang 6 gio) 
- Tu6·i cay cac b6n hoa tru6'c san truong, cit co. 
+ Chi~u ki~tn tra den, qu~t tfit ca cac phong. . ' , 
+ Kiein tra cac bon nia tay, voi nu6c, nha v~ sinh tat ca cac khu V\J'C. 

7.41 Bui Nguyi11 Kim A11/i: Nhan vien van thu - Hpc V{l 

Nhi~1n V\l: 
- Quan ly cong van di - d€n 

, ' , 
- Quan ly dau m(>c cua truong, ho sa kiem djnh. , , , 
- Tiep nh~, dang ky, chuyen giao van ban di, den theo quy djnh cua ca quan. , , , 
- Tiep nh~n cac ban thao de trinh duy~t, cac ban danh may. . . de trinh Hinh d~o ky 

(theo yeu cdu cua ca quan) , 
- Dang ky van ban, lam thu 1\lc chuan bj gui van ban va theo doi qua trinh luan 

chuyen van ban theo dja chi. 
, , ? -

- Viet va danh may cac lo~i giay to theo bieu mau. 
- ChuySn giao bao cao van ban, tai li~u va di~n tin. 
- KiSm tra thS thuc van ban vao bao cao l~i lanh d~o tr\J'C ti€p v€ cac van ban sai th~ 

thuc. 
- Quan ly va dong dfiu cac van ban dung quy ch~. 

, , ' ., ' 
- Sap xep cong van, tai li~u, ho SO' hqp ly de tra tim nhanh ph\lC V\l nhu cau khai 

thac va khi c6 yeu cAu. 
- N(>p va bao cao cac lo~i van ban va h6 sa. 
- Danh may, sao in cac lo~i van ban tai li~u. 
- Th\l'C hi~n nghiem chinh quy ch€ bao m~t cua cong tac van thu trong CO' quan. , 
- Quan ly mail (tren Itch cong tac va thu den) bao cao Hi~u tru&ng xfr ly. (Ghi chep 

• 
va luu tru can th(tn). 

- Th\fc hi~n m(>t s6 cong vi~c khac do hi~u tru&ng phan cong. 
- Quan ly h6 SO' h9c V\l cua truong, luu tru hf> SO' cdn th~n. 
- s6 dang b(> 
- Sf> h9c b~ 
- Sf> diSm 
- Sf> chuyen di, chuySn d~n. 
- H6 sa ki~m tra h9c ki, kien1 tra l~i, sB sach cac b(> ph~ trong nha truong; 
- Thvc hi~n m(>t s6 cong vi~c khac do hi~u tru&ng phan cong. 

7.51 Nguyln Hoang Anh Thu: Thu quy 
., ., ? , 

- Quan ly so sach, ghi chep thu chi can th~n; quan ly so nh~p kho, xuat kho; 

-~ 

-~ 
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~ 



- Quan ly phdn 1n~m thu h9c phi, ki~m tra ph6i hqp cung k~ toan cac khoan thu 
dung van ban; , 

- Thµc hi~n 1n9t so nhiem V\l do hieu tru6ng phan cong; 
7.61 Nguyin Hoang Linlt: T8 tririing VP- Cong nghf thong tin 

-Quan ly va di€u hanh cong viec cua cac thanh vien trong t6, k~ ho~ch chung tb van 
phong theo nam, thang, tudn. 

, ? 

- Thain gia danh gia chat lu<;Yng, hieu qua cong viec cua tung thanh vien trong to. 
'> ' ' ' - To chuc sinh ho~t djnh ki 2 tuan/ Ian va cac sinh ho~t khac theo yeu cau cua Hi~u 

truong. 
- Ghi ljch trµc tung ca vao bang trµc. 

Ph\l trach quan ly phong vi tinh. , , , 
Quan ly, bao tri, bao duang, khac phvc sµ co h~ thong m~ng n{>i b◊ va Internet; cac 

thi~t bi tin h9c van phong; phong may tinh giao vien va h9c sinh. 
Huang d!n, h6 trq giao vien so~n giang tren may tinh. H6 trq tin h9c cho nhan vien 

van phong. 
H6 trq 11h~p di~m va quan ly di~m. 
Quan ly Website cua nha truang. 
Quan ly cac phdn 1n€1n h6 trq cong tac quan ly va d~y h9c. ' , , , , 
0e xuat sua chua, tu van mua sam cac trang thiet bi tin h9c. 

itNhan Hi~u 
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