UY BAN NHAN DAN QUAN PHU NHUAN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TRUNG HOQC CO SO Poc 1ap — Tw do — Hanh phuic
POC LAP
S6: /Qb-THCS BL Qudn Phu Nhudn, ngay 30 thang 08 nam 2023
QUYET PINH

V& viéc phan céng nhiém vu cho Cén b — Gido vién — Nhan vién
trong Héi dong sw pham nim hoc 2023 — 2024

HIEU TRUONG TRUONG TRUNG HOC CO SO PQC LAP

Cian ctr Thong tw s6 32/2020/TT-BGDDT ngay 15 thang 9 ndm 2020 cua Bo
Trusng Bo Gido duc va Dao tao ban hanh Dieu I¢ truong THCS, truong THPT va truong
Pho thdng co nhiéeu cap hoc;

Cén cu Thong tu 5O 28/2009/TT-BGD DT ngay 21 thang 10 nam 2009 ban hanh
quy dinh vé ché do lam viéc doi véi giao vién pho thong;

Can ctr yeu cau thuc hién nhiém vu cta nha truong,

QUYET PINH:

biéu 1. Nay phan cong nhiém vu cho Céan bo — Giao vién — Nhan vién trong hoi dong su
pham Truong THCS DBoc Lap ndm hoc 2023 — 2024 (c6 danh sach phan cong cu
thé kem theo).-

Pidu 2. Cén bo — Gido vién — Nhan vién trong hoi d(‘A)ng’ su pham cén cir vao nhigm vu cy
thé duoc phan cbéng c6 trach nhiém xay dung ké hoach hoat dong va thuc hién ké
hoach cho phu hgp véi dac thu cdng viéc duoc giao.

Piéu 3. Cac Ong (Ba) co tén trong Piéu 1 chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhgn: HIEU TRUONG
- Nhu diéu 1;
- Luu: VT, KT



UY BAN NHAN DAN QUAN PHU NHUAN CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG TRUNG HQC CO SO Poc 1ap — Tw do — Hanh phuic
PQC LAP

Qudn Phi Nhudn, ngay 30 thang 08 nam 2023

PHAN CONG NHIEM VU
CHO CAN BQ, GIAO VIEN, NHAN VIEN TRUONG THCS PQC LAP
NAM HQC 2023 - 2024
(Kém theo Quyét dinh sé ........ ngay .../..../2023 ciia truong THCS Péc Lap)

I. BAN GIAM HIEU:
1. Ong Huynh Ngoc Chung - Hi¢u truéng

- Chiu trach nhi¢m trude Phong GD&DPT Quan Pha Nhuan vé toan bd hoat dong cua nha
truong.

- Quan ly va dleu hanh moi hoat dong cta nha truong; triu tdp va chu toa cac hoat dong
ctia nha trudng; to chie chi dao trién khai cac chu truong ctua Pang, Nha nudc va cac cap
tGi can bd - gido vién — nhan vién (CB — GV — NV) va hoc sinh trong truong.

- Chi dao, quan 1y va giai quyét mot s cong viéc chinh nhu sau:
e Tai chinh, ké hoach;
e (CoOng tac nhan sy;
e Céc van dé lién quan toi ché d9, chinh sach caa CBGV;
e Céc van dé lién quan dén hoc sinh (Chuyén di, chuyén dén, ky luét, ban tra...);
e Chi dao cac to chirc, doan thé hoat dong theo dung chirc nang;
e COng tac thanh — kiém tra ndi bo truong hoc;
e QuanlyhdsoCB—-GV-NV;

e Cong tac hanh chinh (Van thu; Hoc vu; Thu vién; Thiét bi; Y té hoc duong; phong
chay chira chay va céc t6 chirc xa hoi khac nhu Chir thap do, Khuyén hoc...);

e Quan Iy co s& vat chat, cac phong thyuc hanh, phong chirc nang;

e (Cong tac duy tri si s6, chong luu ban bo hoc;

e (Cong tac kiém dinh chat lugng gido duc;

e Xay dung ké hoach phat trién gido duc hang nim cua nha truong; Xay dung chién
lugc phat trién gido duc nha truong 2020 — 2025, tam nhin dén nam 2030;

e Xay dung ké hoach va chi dao thuc hién cac cudc van dong va phong trao thi dua
trong CB — GV — NV,



e Truc ti€p ky duyét ké hoach cua cac to chuc doan thé, ké hoach chuyén mon cua
nha truong; cac van ban gui cac cap, cadc nganh va cac van ban khac lién quan dén
hoat dong nha trudong.

2. Ong Poan Van Hung — Pho Hi€u truwdéng: Phu trach va chi dao thuc hién mot
s0 linh vuc nha truong do Hi¢u trudng phan cong cu thé nhu sau:

- Phu trach cong tac co s& vat chat: stra chita, mua sam cac trang thiét bi trong nha
truong;

- Phu trach cong tac Hudng nghiép va Nghé pho thong;

- Quan ly va chi dao cong tac gido duc dao dirc hoc sinh, viéc thyc hién nén nép, cac quy
dinh, cac hoat dong cua hoc sinh toan truong;

- Quan 1y va chi dao Quy tic Gmg x cia nha trudng;
- Cong tac khuyén hoc ctia nha trudng;
- Cong tac kiém dinh chat luong gido duc;

- Giup hiéu truong giai quyét nhitng cong viéc duoc uy quyén hodc khi hiéu truong di
vang;

- Chiju trach nhiém ca nhan vé cac linh vuc minh dugc phu trach déng thoi chiu trach
nhiém cung Hi¢u truong trong cong tac quan 1y nha truong trude Phong Giao duc va
bao tao Quan Pha Nhuan.

3.Ba Nguyén Thi Hoang My — Phé Hiéu truéng: Phy trach va chi dao thyc hién
mot sO linh vuc nha trudong do Hiéu truong phan cong cu thé nhu sau:

- Quan 1y va chi dao thuc hién vé cong tdc chuyén mon:
e Xay dung ké hoach hoat dong vé cong tac chuyén mon.
e Quan ly, diéu hanh cac hoat dong chuyén mon.

e Ky duyét cac hoat dong v€é chuyén mon cta gido vién va céc van ban guri cap trén
thudc linh vuc chuyén mon khi duoc Hiéu truong uy quyen.

e T4 chirc chi dao céc chuyén dé, thao giéu}g, ngoai khod, hoat dong gido duc ngoai
gio 1én 16p, day hoc tu chon, day hai budi, boi dudng hoc sinh gioéi, phu dao hoc
sinh yéu.

e Tb chirc cac chuyén dé léng ghép tich hgp ATGT, Phong chéng ma tuy, bao luc
hoc duong va céac hoat dong xa hdi khac.

e Quan ly, kiém tra, nhan xét cac loai ho so thudc linh vuc chuyén mon. (K& hoach
day hoc, S6 dau bai, ké hoach cta t6 chuyén mon,...) va ho so hoc vu (s6 di€m cac
16p va hoc ba cua hoc sinh).

e Thong ké, tong hop va quan 1y céac chi sd, sé liéu vé chuyén mén.
e Chi dao thuc hién hoat dong ctia cac phong thuc hanh, phong bd mon.
- Cong tac y té, chir thap d6 trong nha trudng.

- Cong tac kiém dinh chat lugng gido duc.



- Giup hiéu trudong giai quyét nhitng cong viéc duoc uy quyén hodc khi hiéu truong di
vang.

- Chiju trach nhiém ca nhan vé cac linh vuc minh dugc phu trach dé)ng thoi chiu trach
nhiém cung Hi¢u trudng trong cong tac quan ly nha truong trude Phong Gido duc va
bao tao Quan Phua Nhuan.

II. POAN THE:
- Ong Lé Quéc Tuan Chu tich cong doan.

(Do cong doan vién bau ra trong Pai hoi Cong doan nhiém ky 2022 — 2025 ngay
30/10/2022).

- Ong Hoang Vin Binh Bi thu chi doan.

- BaHa Tiéu Van Tong phu trach Poi.

- Ong Pham Quéc Cong Thu ky Hoi dong.

- Ba bau Thi Thanh Long Trudng ban Thanh tra nhan dan

III. PHONG CHUC NANG:

1. Ong Hong Ut va 6ng Pham Thanh Trung: Phu trach cong tac cong nghé thong tin
cua truong va quan ly phong Tin hoc.

2. Phy trach phong thuc hanh va thiét bi:
- Ba Nguyén Thi Thuy Linh Phong thuc hanh Ly, phong thiét bi.
- Ba Tran Thi Thanh Nga Phong thuc hanh Hoéa, Sinh, phong thiét bi.

IV. TO CHUYEN MON:

1. Té Truwéng chuyén mon:

- Ba Vo Thi Thanh Ha T6 trudng t6 Toan — Tin hoc.
- BaNguyén Thi Phuong T6 truéng té Ngit van — Tam ly.
- BaTréan Yén Trang Tb truong té Ngoai ngit.
- Ba Ngo6 Thi Thanh Hoang T6 trudng t6 Khoa hoc tur nhién — Cong nghé
- BaLé Thi Kim Oanh T6 truong to Nghé thuat — Gido duc thé chat.
- OngLé Vuong B¢ T6 truéng St Pia — GDCD
2. T6 phé chuyén mén:
- Babao Thi Bich Lién T4 phé t6 Toan — Tin hoc.
- BaVii Thi Thuan Thanh T pho t6 Ngit van — Tam ly.

Ba Nguyén Ngoc Minh Thu T4 phoé t6 Ngoai ngi.



- BaNguyén Thi Thu Trang T6 pho t6 Khoa hoc ty nhién — Cong nghé
- Ong Ngb Hoang Vii T pho t6 Nghé thuat — Gido duc thé chat.
- BaLé Thi Nhan T truéng Stir Dia — GDCD

3. Gido vién by mon va gido vién chi nhiém:
GOm c6 64 gido vién lam nhiém vu gidang day bo mon, chil nhiém 16p va cong tac
kiém nhiém (danh sach dinh kem)

V. PHAN CONG NHIEM VU CHO TO VAN PHONG:

- Ba Hoang Thi Kim Pién: T6 truéng — Van thu
- BaLé Thi L€ Nga: T pho - Ké toan trudng
- Ba Nguyén Thanh Minh Hang: Thu vién — Thu quy
- Ba Tran Thj Hién: Y té

- Ba Vo Thi Xuan Dung : Phuc vu

- Ba Nguyén Thi Kim Hudng Phuc vu

- Ong Pinh Thanh Hoang: Bao vé

- Ong Huynh Vin Phudc: Bao vé

- Ba b6 Thi Minh Trang Quan sinh

- Ong Nguyén Vin Vi: Pho cap

e Luuy:

Toan thé CB — GV - NV trong truong chiu trach nhiém ca nhan vé nhiém vu duoc
giao truéc Hiéu truong nha truong va cap trén thudce linh vue minh duge phy trach, dong
tho1 tham muu véi 1anh dao nha truong td chic thue hién cong viéc dugc phu trach dat
hiéu qua theo dung chi tiéu ké hoach dé ra. Quan 1y va hoan thanh cac ho so thudc linh
vuc phu trach day du, ding quy dinh. Chiu trach nhiém cung cip day du thong tin va hd
so thudce linh vuc phu trach khi dugc kiém tra.

Noi dung cong viée duoc giao & trén sé& co su thay doi khi co su bién dong vé tinh
hinh nhén su cta nha truong (S€ c6 Quyet dinh bd sung)

Noi nhan: HIEU TRUONG
- Nhu diéu 1;
- Luu: VT, KT



