UY BAN NHAN DANHUYENHOCMON  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS TAM PONG 1 Péc 1ap - Tu do - Hanh phiic

S&: __/BPC-TPI1 Hoc Mon, ngay 01 thang 9 nam 2021

BANG PHAN CONG TO VAN PHONG
Niim hoc 2021 - 2022

Can ctr vao chirc nang, nhiém vu cua timg thanh vién trong nha truong, nam hoc
2021 -2022 Hié¢u truong Truong THCS Tam Dong 1 phan cong nhu sau: Lam viéc 40
gio/tuan va lam theo dang dic thi chire ning, nhiém vu. Thoi gian 1am viéc theo gior hanh
chinh.

1. To bao vé

- To bao vé phan cong truc luan phién ban ngay 3 ngudi, ban dém 3 nguoi.

- Lap s6 phan cong truc hang tuan va trinh Hiéu truong ky duyét.

- Cong khai lich truc & bang truc tai phong Bao vé.

- Nhiing ngay c6 t6 chuc L&,. .. thi Bao vé phai ¢ mat day du.

- Ctra cong ludn phai dong, hoc sinh ra vé dot xuat phai cd gidy ciia BGH hoic cia
gi&o vién.

- Thuong xuyén xem lich cong tac & Phong gido vién dé thuc hién nhiém vu cia
minh.

- Thuong xuyén canh bom nuée dé st dung.

- Sau khi hoc sinh ra v&, bao vé di cac 16p hoc dé kiém tra viéc tit dén, quat, dong
cua..w

- Mang nudc udng cho gi&o vién va hoc sinh

- Bam chubng nhac gido vién 1én 16p vao tiét 1 va tiét 3 mdi budi hoc (trude 5 phit)
Phan cong:

1/ Anh V3 Van Hai: T6 vién (HP theo NP 161)

2/ Anh Tran Van Diing: T6 truéng T6 pho (HP theo NP 161)

3/ Anh H6 Quang Tuong: T6 pho (HP theo NP 161)

4/ Anh Luu Thanh Liém: T6 vién

2. T6 phuc vu q ‘
- Bi lam vao cac ngay c6 hoc va kieém tra trong tuan (cé mat trude hoc sinh 30 phut)

+ Sé&ng c6 mat lic 6 gio 30 pht.



+ Chiéu c6 mat Iic 12 gior 45 phat
- Luan phién lam vé sinh phong nhac mdi ngudi mot tuan
- Khi ¢6 hoat dong ¢ Hoi truong thi 3 nguoi cung lam vé sinh.,
- Thudng xuyén xem lich cong tac dé thyc hién nhiém vu.
Phan cong:
+ Ba Pham Thi Thanh Thuy: lam vé sinh phong THTN Hoa hoc, trén sanh, sén co,
3 phong BGH va nha vé sinh giéo vién ¢ tang trét.
+ Ba B4 Thi Hoa: Lam vé sinh phong THTN Sinh hoc, 4 cau thang tir 1au 1 xuéng
tang trét, 2 nha vé sinh 1au 1, san bén trai tir ngoai nhin vao (nha xe hoc sinh)
+ Ba Bang Thi Nga: Lam v¢é sinh phong gido vién, phong THTN Ly, san trudc
trong va ngoai cong truong, nha vé sinh hoc sinh tang trét.
3. To giam thi
- Lap so theo ddi ky luat ting 16p.
- Lap s6 bién ban xir Iy hoc sinh theo timng khéi 16p (c ghi bién phap xt Iy cu thé)
- Tiép nhan don xin phép ctia phu huynh, kiém tra chat ché viéc kiém dién hoc sinh.
- Theo dbi hoat dong hang ngay cua hoc sinh, cudi tuan bao lai cho hiéu truong.
- Kiém tra dong loat ngay thtr bay thi truc theo lich phan cdng cua hiéu truéng.
- Phan cong tryc:
4. Thiét bi, THTN: L& Nguyén Hoang Phuic
- CH mat sém 10 phdt va ra vé tré 10 phat
- Thiét I1ap ho so, s6 séch thiét bi va THTN theo quy dinh.
- Sap xép dd dung day hoc ngan nap, chuan b san d6 dung day hoc theo dang ky cua
giao vién.
- Lén ké hoach mua thém PDDH theo nhu cau ctia gido vién va trinh HT xét duyeét.
- Thudng xuyén kiém tra don doc viéc sir dung PDDH ciia gido vién.
- Tryc sudt cac ngay trong tuan.
5. Thwvién: C6 Pham Thi Diép
- Thuc hién hd so, s6 sach Thu vién theo dung quy dinh.
- Phét hanh thé thu vién cho hoc sinh
- Kiém tra SGK hoc sinh dau nam va HKIL.



- Lén ké hoach mua thém séch tham khao theo yéu cau cua gido vién va trinh cho
hiéu truong xét duyét.
- Truc tir thir hai dén thi bay
- Thoi gian truc:
6. Y Té: Co Tran Thi Ngan
- Thyc hién hd so, sb sach theo dung quy dinh
- Thyc hién BHYT va BHTN cho hoc sinh
- Lap hd so kham strc khoé dinh ky hang nam cho hoc sinh va CB-GV-CNV.
- Thuong xuyén kiém tra vé sinh cac 16p hoc, can tin hang ngay, dic biét chd y kiém
tra chat ché nha vé sinh.
- Tryc tir thir hai dén thi bay.
7. Van thu: Coé Vii Thi Duong
- Giao - Nhan thu hang ngay.
- Quan Iy va vao s6 danh bd hoc sinh.
- Phu trach hd so hoc sinh chuyén di.
- Cuing véi HPHC phu tréch hoc ba hoc sinh dang hoc (d6ng dau hoc ba 4 khéi. ..)
- Lap va quan ly s6 cap phét bang.
- Nhan — Phét va quan 1y vin bang hoc sinh.
- Quan ly hoc ba hoc sinh nghi - bo hoc
- Nhiing cong viéc dot xuat khac theo sy phan cong cia BGH.
- Tryc tir thtr hai dén thi bay.
8. Pho cap: C6 Vii Thi Duong
- Phy trach cdng tac pho cap cua xa va caa truong: 1ap va quan Iy cac loai hd so, s6
sach, théng ké phé cap.
- Sap xép TKB giang day, moi gi4o vién giang day ban dém.
- Tinh phu troi cho gi&o vién day phd cap, 1am ké hoach, bao céo va cac vin ban lién
quan dén 16p phé cap.
- Van dong hoc sinh bo hoc ra lop.
- Tryuc phd cap ban dém tir thir hai dén thir sau.

9. Taivu:



- C6 Nguyén Thi Lé Kha (Ké toan)
+ Lap va quan ly cac loai s6 sach ké toan theo quy dinh
+ Luu trit hd so theo yéu cau cong téc.
+ CUing véi thi quy thu tién hoc sinh.
+ Chiu trach nhiém gui tién vao kho bac.
+ Tryc tir thir hai d&én thir séu, riéng tha bay truc theo phan cong caa Hiéu truong.
- C6 Phan Khanh Hao (Tha quy)
+ Lap quan 1y c4c loai hd so, s6 sach Thi qus.
+ Cling voi Ké toan thu tién hoc sinh.
+ Chi tién theo chung tir, hoa don khi c6 chit ky ciia HT va Ké toan.
+ Chiu trach nhiém nhan tién tir kho bac.
10. Vi tinh: Nguyén Thanh Lam
- Phu trach cong tac nhap va quan ly diém sb trén may vi tinh.
- Phu trach cdng tac quan Iy méa sb hoc sinh.
- Cung v&i HPCM phu trach chuong trinh PMIS, EMIS, ENETVIET,
- Phuy trach quan ly phan mém cén bo vién chic,
- Phu trach mot s6 cong viéc khac khi dugc BGH giao.

- Truc tir thir hai dén thi bay.

HIEU TRUONG

Doan Thi Huong Giang
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