UBND HUYEN QUE SON CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS QUE THUAN Déc 1ap — Tuw do — Hanh phic
Sé: 54/QD-THCSQT Qué Thudn, ngay 22 thang 8 ndam 2024
QUYET PINH

Vé viéc phéan cong nhiém vu cho can b, gido vién, nhan vién
Nam hgc 2024-2025

HIEU TRUONG TRUONG THCS QUE THUAN

Can cur Quy‘é't dinh s6 92/0P-GDPT ngay 13/02/1997 cua So Gido duc va Bao tao
tinh Quang Nam vé viéc thanh Idp Truong Trung hoc co so Qué Thudn;

Can cir Théng tw so 32/2020 /TT-BGDDPT ngay 15 thang 9 nam 2020 ciia B Gido
duc va dao tgo ban hanh Diéu I¢ truong trung hoc co so, truong trung hoc pho thong va
truong pho thong co nhiéu cap hoc;

Cén cir Théng twr s6 03/VBH N-BGDDT ngay 23 thang 06 nam 2017 cia B¢ Gido dyc va
dao tao vé Thong tw Ban hanh quy dinh vé ché do lam viéc doi voi gido vién pho thong;,

Can ci Thong t s6 20/2023/TT-BGDBT ngay 30/10/2023 ciia B§ GDDT vé Hudng dan vé
Vi tri viéc lam, co cau vién c}}d’c theo chirc danh nghé nghiép va dinh mirc so6 lwong nguoi lam viéc
trong cdc co so gido duc pho thong va cdc truong chuyén biét cong lap;

- Can cui Quyét dinh cua Uy ban nhdn ddn huyén Qué Son vé viéc giao chi tiéu bién
ché sy nghiép nam 2024 doi voi Truong THCS Qué Thudn,

Can cir vao tinh hinh thuc té cia don vi;

Xet nang luc va kha nang cong tac cua can bg, gidao vién, nhan vién,

QUYET PINH:

Piéu 1. Phan cong nhiém vu cho can b0, giao vién, nhan vién trong nha trudéng nam
hoc 2024-2025 (c6 danh sach phan cong kém theo).

Dieu 2. Can bo, gido vién, nhan vién trong nha trudng can clt vao nhiém vu cu thé
dugc phan cong cé trach nhi¢m xay dung ké hoach hoat dong va thuc hién ké hoach phu
hop véi dédc thu cong viéc duoc giao.

Piéu 3. Hiéu trudng, phod hiéu truong, cac to chuyén mon, té Vin phong, cac to
chtrc doan thé trong nha truong va nhitng nguoi co tén tai Picu 1 chiu trach nhiém thi
hanh quyét dinh nay.

Quyét dinh c6 hiéu lyc ké tir ngay ky./-
Noi nhgn:

- Nhu diéu 3 (dé thuc hién);
- Luu: VT.
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CONG NHIEM VU CHO CAN BQ, GIAO VIEN,
AEN TRUONG THCS QUE THUAN

h s6 54/0D-THCSQT ngay 22 thang 8 ndam 2024
éu treong trwong THCS Qué Thudn)

I. PHAN CONG CAC CHUC DANH CHU CHOT

1. Hi¢u truwémg Lé Van Thém

1.17/ Phu trdch chung: Chi dao, don déc, kllém tra viéc thuc hién nhiém vu cua Phc')‘Hiéu
trudng, T6 chuyén mon, Gido vién chi nhiém 16p, diéu phdi cong viée theo chire trach tham quyén.

1.2/ Phu trdch cdc linh viee céng tdc cu thé sau

- Cong tac gido duc chinh tri tu tudng ddi véi can bo, gido vién, nhan vién.

- Xay dung ké hOach va to chuc th},rc hién nhiémovu nam hoc 2022-2023; quan Iy t6 chirc bo
may ctia nha truong; Tiép tuc xay dung chién lugc phat trién gido duc nha truong 2020 - 2025;

- Quan ly gido vién, nhan vién, hoc sinh; chi dao quan ly chuyén mon, phan cong cong
tac, kiém tra, déph gia vi¢c thuc hién phiém vu cua giao vién; chi dao quan 1y va té chtrc gido
duc hoc sinh. Tiép nhéan hoc sinh chuyén truong.

- Quéq 1y hanh chiph, tai chinh, tai san cta nha truong; chu tai khoan, cong tac ké hoach,
tai vu, mua sam trang thiét bi, xay dung co ban va stra chita; ing dung cong ngh¢ thong tin vao
quan ly va day hoc.

- Cong tac thanh kiém tra, giai quyét khiéu nai to cdo; thi dua khen thuong, ky luat gido
vién, nhan vién va hoc sinh. Xép lo;ti danh gia can bo, gido vién, nhan vién; Chu tich hoi dong
xét nang luong. Cong tac ph(‘)ng, chong tham nhiing, ti€u cuc, lang phi.

- Tham gia giai quyet cac cong viéc thude trach nhiém cua Pho HiGu trudng khi dugce dé

nghi hodc xét thay can thiét. Nhimg van dé phat sinh vuot qua tham quyén giai quyét ctia Phé Hi¢u
truong phuy trach va nhitng cong viéc khac ma Hiéu truong thiy can phai truc tiép giai quyét.

- T6 chire thuc hién quy ché dan chu trong hoat dong cia nha truong; thyc hi¢n cong tac
xa hoi hoa gido duc cta nha truong.

- Chi dao thuc hién c&c phong trao thi dua, cac cudc van dong cuia nganh; thuc hién cong
khai d6i v6i nha trudong.

- Truc tiép phu trach t6 Vin phong; Duyét va kiém tra hd so cta nhan vién t6 Vin phong.

- Quan ly, kiém tra, nhan xét: S6 diém chinh va Hoc ba khdi 6, 9.

- Trudng ban chi dao cong tac xay dung trudng chuan Quéc gia, KPCLGD.

2. Pho Hi¢u truéng Thai Van Nam

- Phuy trach cong tac chuyén mén chinh khoa va 6n tép, hoc thém cac khdi 16p 6-7-8-9,
Phu trach pho cap THCS; PCTH va nghe¢; chi dao va 4p dung céc sang kién kinh nghiém; Phu
trach rng dung cong nghé thong tin vao quan 1y va day hoc.

- Xay dyng ké hoach hoat dong vé cong tac chuyén mon.

- Trye tiép phu trach cac t6 chuyén moén; Duyét, kiém tra ho so, so sach cua gido vién;
Quan ly, diéu hanh cac hoat dong chuyén mén; Phan cong chuyén mén, lam TKB.

- Phy trach cac hoat dong gido duc ngoai gio 1én 16p, gido duc huéng nghiép, day nghé
phé thong; sinh hoat tap thé, cac hoat dong vé ATGT va vé sinh méi trudng.

- Ky duyét ké hoach ctia Lién Poi; ky cac van ban giri cac cap thude linh vire minh phu trach.



3

- Quan ly, l;iégn tra, nhan xét ho 50 chuyén mon: Sé diém chinh va Hoc ba khdi 7, 8;
Lich bao giang, S6 dau bai toan truong, ké hoach cua cac t6 chuyén mon, ké hoach giang day
cua giao vién.

- Thong ké, tong hop va quan Iy cac chi sd, s liéu vé chuyén mon va téng hop toan truong.

- Phu trach hoat dong Gido duc NGLL, Thé duc — Thé thao — Vin nghé.

- Thuong truc Ho1 déng ky luat hoc sinh.

- Phu trach theo ddi co s vat chit va stra chira nhé trong nha truong.

- Pho ban chi dao cong tac xay dung trudng chuin Quéc gia, KDCLGD.

- Nhitng viéc hodc cong tac dot xuat khac do Hiéu trudng phan cong hodc ty quyén.

*Chju trach nhiém ca nhan vé cac linh vuc minh dugc phu trach, déng thc‘)’i’ chiu trach
nhiém cung Hiéu trudng trong cong tic quan 1y nha truong trudc Phong GDBT va cap trén.

3. Pong chi Pinh Pirc Quang - Chii tich Cong doan

- Phu trach va chi dao cac hoat dong Cong doan theo biéu 18 Cong doan.

- Xay dung ké hoach va chi dao thuc hién cac cudc van dong va phong trao thi dua cua
Cong doan.

- L& Ph6 ban thi dua, Quan 1y va theo ddi cac hoat dong va cac chi sd vé cong tac thi dua
cua CB, GV, NV trong truong.

- Phu trach cong tac chinh tri, tu tudng trong doi ngii can bo, gido vién, nhan vién.

- Té chtrc hiéu qua cac dot thi dua. Co phat dong, co so, tong két (danh gia bang biéu
diém cu thé theo tirng dot thi dua).

- Pam bao ché d6 chinh sach, cham lo doi séng can bo gido vién va nhan vién. Tham hoi
dong vién nhitng CB, GV, NV ¢6 hoan canh kho khan.

- Phéi hop chit ché cung voi nha truong xay dung moé hinh “Nha truong thdan thién - Hoc
sinh tich cyc” va thuc hién tot cac cudc van dong.

- Tham gia day du cac hoat dong cua cong doe‘m’cép trén, chi dong dé xuat cac hoat dong
cong doan dé hoan thanh t6t chirc nang cham lo doi song, bao v€ loi ich chinh dang cua nguoi
lao dong, gbép phan boi dudng nang luc doi ngli dap iing duoc yéu cau cua cong tac gido duc
trong thoi ky moi.

- Tham gia 1am ho so x4y dung truong chuan Quéc gia, KDCLGD.

- Lam mot s6 cong viéc khac khi dugc Hiéu truong phan cong.

4. Nhiém vu ciia Tong phu trach P$i TNTP HCM

“Phu trdch va chi dgo thwe hién mét sé mdt cong tic sau

- Xay dung ké hoach va chi dao cac hoat dong cua D61 TNTP HCM.

7 - Truc tiép diéu hanh cac budi chao co dau thang, cac ngay L&, Hoi, cac hoat dong chu
diém, ngoai khod, van nghé...

- Tryc tiép phu trach cong tac thi dua khen thuong, ky luat hoc sinh, chi dao ddi sao do
cua nha truong, theo ddi nén nép ky luat, chuyén can, v¢ sinh cua hoc sinh.

- Theo di hoc sinh khuyét tat, hoc sinh nghéo, ché do hoc bong cho hoc sinh.

- Phéi hop v6i GVCN 16p gido duc tuyén thong va dao dic hoc sinh; tham gia gido duc
hoc sinh ca biét.

- Phu trach cong tac ATGT, phong chéng ma tuy va cac té nan xa hoi, HIV/S, tam ly va
bao lyc hoc duong.
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- Quan ly va chiu trach nhi€ém cé nhan vé tai san cua Dai.

- Tham gia phu trach HDGD NGLL, cac hoat dong Vin nghé — Thé duc — Thé thao trong
nha truong.

- Phu trach chg tac lao dong, c6 nhi€ém vu xay dung ké hoach lao dong, chiu trach nhi¢m
trude Hi€u trudng vé canh quan su pham trong nha truong.

- Lam mét s cong viéc khac khi duge Lanh dao nha truong phan cong.

5. Pong chi Pham Viin Anh - Phu triach Thanh tra nhan dan

- Giam sat va thanh tra cac hoat dong trong nha truong theo Nghi quyét cua Hoi nghi CBVC.

- Cung véi BCH CPCS t6 chire thuc hién quy ché dan chu.

- Cung voi BCH CPCS giai quyét cac kién nghi CB, GV, NV nha truong.

_ - Thay mat Ho1 ddng gido vién bao cdo két qua 02 1an bang vin ban vao cudi mdi hoc

ky vé Hi¢u truong.

- Thyc hién cac bao cdo theo yéu cau co quan quan 1y cap trén.

- Day va hoan thanh tét nhiém vu chuy&n mén do BGH phén cong.

6. Pong chi Nguyén Thé Vién — Phu trach Poan TNCS Hé Chi Minh

- Xay dung ké hoach va chi dao cac hoat dong cua Poan TNCS HCM.

- Tham gia ciing Chu tich Cong doan chi dao thure hién cac phong trao, cac cudc van dong.

- Két hop cung Tong phu trach Doi phat dong, duy tri cac phong trao thi dua cua hoc
sinh, t6 chtrc cac hoat dong trong cac ngay 1€ 16n.

- Lam mot s6 cong viéc khac khi Lanh dao nha trudng phan cong.

7. T6 trwéng chuyén mon, to phé chuyén mon

7.1/ Té trwéng chuyén mén

Phu trach va chi dao thuc hién mét sb cong viéc sau:

- Xay dung va thyc hién ké hoach hoat dong chung cua t6; huéng dan xay dung va quan
1y ké hoach c& nhan cua t6 vién theo ké boach day hoc; theo doi thuc hi¢én phan phdi chuong
trinh va céac hoat dong gido duc khac cua to.

7 - T chtic boi dudng chuyén mén va nghi€p vuy; tham gia danh gia, x&p loai cac thanh vién cia
t0 theo quy dinh cua Chuan nghé nghiép gido vién trung hoc va cac quy dinh khac hién hanh.
- Dé xuét khen thudng, ky luat di véi gido vién.
7 - Chju trach nhiém td chirc boi dudng trinh d6 chuyén mon va trinh do su pham cho cac
to vién.
- Thyc hién kiém tra ndi bd ddi véi gido vién trong to.
- Piéu hanh cac hoat dong chuyén moén trong pham vi t6. (Sinh hoat chuyén mén, t6 chirc
thao giang, dy gio to vién, chuyén dé, phdn cong day thay...).
- T chtre sinh hoat td chuyén moén 02 1an trén mot thang: 1an 1 vao tudn 2, 1an 2 vao tuan
3 cua thang.
- Tham gia ban chi dao xay dung trudng chuan Quéc gia, KPCLGD.
- Thue hién cac nhiém vu khac do Lanh dao nha truong phan cong.
7.2/ Té phé chuyén mén
- Tham muu cho tO trudng trong vige xay dung ké hoach va diéu hanh thyuc hién ké hoach t0.
- Soan théo, ghi chép, téng hop cac sb liéu vé cac hoat dong cua t6 CM.
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- Piéu hanh céc hoat dong chuyén mdn khi duoc Lanh dao nha truong phan cong hoic t6
truong uy quyén.

- Tham gia lam ho so xay dung truong chuan Qudc gia, KDCLGD.

- Tham gia mot s6 hoat dong khac khi dwoc Lanh dao nha truong phan cong.

II. PHAN CONG NHIEM VU CHO GIAO VIEN

1. Nhiém vu cia giao vién by mon

- Day hoc va gido duc theo chuong trinh, ké hoach gido duc, ké hoach day hoc ctia nha
truong theo ché d6 1am viée cua gido vién do B¢ Giao dyc va bao tao quy dinh; quan ly hoc
sinh trong cac hoat dong giao duc do nha truong t6 chirc; tham gia cac hoat dong cua to chuyén
mén; chiu trach nhiém vé chat lugng, hi¢u qua gido duc; tham gia nghién ctru khoa hoc su pham
ung dung.

- Tham gia cong tac kiém dinh chat luong gido duc, cong tac Phd cap gido duc ctia nha trudng.

- Phéi hop voi gigo vién CN va cac t6 chirc khac dé gido duc toan dién HS.

- B6i dudng hoc sinh gioi, phu dao hoc sinh yéu kém.

- Tham gia ciing v6i GVCN trong viéc xép loai hanh kiém cua HS.

- Thyc hién viéc ghi s6 diém va hoc ba cua hoc sinh vé mon hoc ma minh phu trach.

- Tham gia 1am ho so xay dung truong chuan Qubc gia, KPCLGD.

2. Nhiém vu cda Gido vién chi nhiém lép

Ngoai viéc thuc hién cac nhiém vu chuyén mon, con thyc hién cac ndi dung sau:

- Xay dung ké hoach cac hoat dong gido duc thé hién r& muc tiéu, ndi dung, phuong phap

giao duc phu hop voi dac diém hoc sinh, v6i hoan canh va diéu kién thyc té nham thuc day su
tién bo ctia ca 16p va ciia timg hoc sinh.

- Thuc hién cac hoat dong gido duc theo ké hoach da xay dung.

- Phoi hop chit ch& véi gia dinh hoc sinh thong qua so lién lac dién tir, dién thoai, thim
gia dinh.., phoi hop voi cac giao vién by mon, Doan thanh nién Cong san HO6 Chi Minh, Doi
Thi€u nién Tién phong H6 Chi Minh, cac t6 chirc xa hoi ¢o6 lién quan trong vié¢c ho trg, giam sat
viéc hoc tap, rén luyén cta hoc sinh.

- Nhan xét, dénh gia va Xép loai hoc sinh cudi ky va cubi pém hoc; d(% nghi khen thuong
va ky luat h()‘c sinh; d@ nghi danh sach hoc sinh dugc 1é€n 16p thang, phai kiérq tra lai, phai rén
luyén thém vé hanh kiém trong ky nghi he, phai ¢ lai 16p; hoan chinh viéc ghi s6 diém va hoc ba
hoc sinh.

- Bao cao thuong ky vao ky hop hang thang hodc dot xuat vé tinh hinh cta 16p véi Hiéu
truong hoac Pho HT.

- Tham gia 1am hd so xay dung truong chuan Quéc gia, KDCLGD.

- Thyc hién cac nhiém vu khacdo Lanh dao nha trudng phan cong.

111/ PHAN CONG NHIEM VU CHO NHAN VIEN TO VAN PHONG

1. Pong chi Nguyén Hoang Minh - To truéng t6 Vin phong phu trach cac cong viée sau

*To trwong té \in phong

- Xay dung ké hoach chung cua td, chi dao td vién thuc hién theo ké hoach td, ké hoach
chung ctia nha truong;

- Biéu hanh cac cudc hop céc hoat dong trong pham vi t0;
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- Cung voi Hiéu truong phan cong va theo dai lich tryc hanh chinh, don ddc viéc thuc
hién nhiém vu cua to vién;
- Theo doi1 viéc chém cong 1am viéc hang ngay cia CB, GV, NV (yéu cau nguoi truc
hanh chinh thuc hién ghi s6 truc ban);
- Thanh vién ban chi dao x4y dung trudng chuan Qudc gia, KPCLGD.
*Thuwc hién cong tac Vin thw
- Nhén cong van di, dén vao sb theo quy dinh va chuyén‘cho Hiéu truong xur Iy (néu cong
van cua to chirc doan thé thi in ra va chuyén dén nguoi ding dau doan thé do), luu trir cong van
di, den.
- Soan thao cac van ban hanh chinh ciia truong, vao sb van ban dang quy dinh va gui di
kip thoi, ding dia chi.
- Quan 1y hd so can b theo quy dinh.
- Quan 1y hoc ba, déng dau hoc ba, s6 diém theo quy dinh, dang thoi gian.
- Quan 1y va sir dung con dau cia trudong theo quy dinh.
- Quan ly, nhan va trao tra cac loai van br:ing, chirng chi cua hoc sinh.
- Quan 1y, ghi chép s6 dang bo.
- Pho t6 cac loai tai li¢u cua nha truong.
- Chap hanh cac nhiém vu khac ctia Hiéu trudng hodc Pho HT phén cong.
- Lam bao cao EMIP va bao cao théng ké dau nam, cudi nim hoc.
- Tham gia 1am va quan 1y ho so truong chuan Qudc gia, KPCLGD.
*“Phu trach cong tic Phé cdp Gido duc
- Lam hd so, nhap dit liéu Phé cap gido duc theo su phan cong ciia BGH.
- Chju trach nhiém chinh vé ho so Pho cép gido duc.
2. Pong chi Nguyén Thi Huyén — Nhan vién Ké toan phu trach cic cong viéce sau
*Phuy trach Ké todn

- Phuy trach cong tac ké toan cua nha truong; Thuc hién dy toan, thanh quyét toan kinh
phi timg thang, quy, nim theo ché d6 quy dinh ctia B tai chinh va nganh cip trén.

- Thuc hlep luu trit cac hd so ching tur, s6 sach ké toan theo quy dinh cuia B0O Tai chinh.
Thuc hién céc ché dg chinh sach kip thoi, tham muu véi Hi¢u trudng vé cong tac stra chira, mua
sam tai san phuc vu hoat dong gido duc trong nha truong ding muc dich va c6 hi¢u qua.

- Hang ndm tién hanh kiém ké tai san, thuc hién khu hao tai san theo gia tri hao mon khi sur dung,
nhirng tai san thanh 1y phai c6 sy gidm sat ciia Thanh tra nhan dan va bg phan phu trach.

- Thyc hién cac nhiém vu va yéu cau dugc quy dinh tai Dicu 5 va Dicu 6, Chap hanh
nghiém cac hanh vi bi cam do6i voi ké todn dugc quy dinh tai Diéu 14 ctia Luat Ké toan ban
hanh ngay 17/6/2003.

- Thure hién ché d6 du toan, chiét tinh c6 tinh kha thi, dam béo tiét kiém tai chinh cho nha trudng.

- Huéng dan cac bo phan 1am hoa don ching tir khi thyc hién thanh quyét toan.

- Quan 1y ho so, thanh quyét toan kinh phi Bao hiém y té hoc sinh.

- Chap hanh céc nhiém vu phan cong khac cta Hiéu trudng.

*Phu trach dai 1y Bdo hiém thin thé hoc sinh

- Lap danh sach hoc sinh tham gia Bao hiém than thé gtri vé cac co quan chi quan.
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- Tong hop quyét toan bao céo co quan cip trén theo quy dinh.

- Tiép nhén va hoan chinh hd so Bao hiém than thé hoc sinh, tiép nhan thanh toan chi tra
khi hoc sinh dugc hudng theo quy dinh.

- Chép hanh cac nhiém vu phan cong khac cua Hiéu trudng.

3. Pong chi Phan Thi Ha Ly — Phu trach cic cong viée sau

“Phu trdch cong tdc y té trwong hoc
- X,éy dung ké hoach hoat dong y té treong hoc trong ké hoach hoat dong chung cua Tram
Y té hang nam.

- Phoi hop kiém tra, theo doi, danh gia sirc khoe hoc sinh:
+ Kiém tra suc khoe Va‘lq dau nim hoc dé danh gié tinh trang stc khde cua hoc sinh: Po
chiéu cao, can nang, huyét ap, nhip tim, thi luc d6i vdéi hoc sinh.
+ Phéi hop vdi cic co so y té c6 du diéu kién dé t6 chirc kham, diéu trj theo cac chuyén
khoa cho hoc sinh.
+ Lap va ghi chép vao sd kham bénh, sb theo dbi sttrc khoe hoc sinh, s6 theo ddi téng hop
tinh trang stc khde hoc sinh.

- So cuu, cép cuu theo quy dinh hi¢én hanh cua Bo Y té.

- To chie céc chién dich tiém ching, ubng vic xin phong bénh, tdy giun dinh ky

(n€u co) cho hoc sinh.

- To chirc trién khai cac chuong trinh y té, phong trio vé sinh phong bénh, ting

cuong hoat dong the luc, dinh dudng hop ly, xay dung moéi truong khong khoi thudc 14,
khong su dung d6 ubng co con va cac chat gay nghién.

- Tu vén cho hoc sinh, gido vién, cha me hoac ngudi giam hd cua hoc sinh vé cac van dé
lién quan dén bénh tat, phat trién thé chit va tinh than cua hoc sinh; huéng dan cho hoc sinh biét
tr cham soc strc khoe; tu van, hd trg cho hoc sinh khuyét tat hoa nhip. Tham muu xdy dung ké
hoach kham strc khoe dinh ky cho dgi ngi CB, GV, NV nha truong.

- Thuong xuyén kiém tra, giam sat cac dleu kién hoc tap, v€ sinh truong 16p, an toan thyc
pham khu cantin va cac quay quan dich vu an ubng xung quanh truong hoc, cung cap dung dich
sat khuan, tdy rira, xa phong rira tay. Chii dong trién khai cac bién phap va ché do vé sinh
phong, chéng dich bénh theo quy dinh tai Thong tu s6 46/2010/TT-BYT va cac hudng dan khac
clia co quan y té.

- Lam hd so, nhap dir liéu Phé cap gido duc theo sy phan cong cia Lanh dao nha truong
va td Van phong.
- Thuva quan ly, sap xép gon gang hd so minh chimg trudng chuan Qudc gia, kiém dinh
chat lugng GD cua truong.
- Hang ngay quét don vé sinh hanh lang cac phong Y té, Thiét bi, thuc hanh.
- Lam céc cong viéc khac do BGH phan cong.
*Phu trach céng tic thi nghiém va Thiét bi truwonghoc
- Lap gé theo ddi vé viéc muon sir dung d6 dung thiét bi day hoc hang ngay. Hang thang
1ap bdo cdo ve tinh hinh st dung.
- Phan loai cu thé vé thiét bi day hoc, seflp xép khoa hoc dé 13y, dé tim, gitr gin, bao quan
va v¢ sinh thuong xuyén, dam bao khong bi moéi mot, hu hong.


https://thuvienphapluat.vn/van-ban/giao-duc/thong-tu-46-2010-tt-byt-quy-chuan-ky-thuat-quoc-gia-ve-sinh-phong-benh-truyen-116788.aspx
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- Hang nam kiém tra hai lan: D?lu nam va cubi nam, lap bao cdo tinh hinh vé ,Chélt luong
tl{iét bi qua viéc str dung. SO sach, thiét bi thi€u phai dugc cu thé tung loai va dé xuat mua sam
bo sung.

- Khong cho hoc sinh, hoac nguoi lghéng co tréc}} nhiém V?lO khl;l vuc phong thiét bi. Cac
thiet bi, tai san c6 tén trong danh muc cap ve, khi kiém tra thay thicu hodc bi that thoat ma
khong 16 ly do, thi nhan vién phu trach phai chiu bo6i thuong. Cac truong hop do v, hu hong
déu phai 1ap bién ban hién trang va bao cdo Hi¢u trudng.

- Bio quan, v¢ sinh thuong xuyén, khong lam mat, hu héng tai san, thiét bj nha trudng.
Nhap kho cac loai thiét bi dugc cap hoac mua vé, 1ap s6 ghi chép luu trit hoa don chirng tur trudce
khi dua vao str dung.

- Quan ly cac phong chirc nang.

- Thyc hién truc ban hanh chinh theo su phan cong cta to Van phong.

- Tham gia 1am ho so truong chuan Quéc gia, KDCLGD.

- Chap hanh cac nhiém vy khéc cta Hiéu trudong hodc Pho HT phan cong.

- Cling v6i to Vin phong sap xép, vé sinh van phong, phong Hoi dong theo quy dinh dé to
chtrc cac hoi nghi, 18 so két, tong két. .

4, Dong chi Cao Thi Y Den — Phu trach Thu vién

- Lap ké hoach hoat dong thu vién theo chi dao cua cép trén; thuc hién gidi thi¢u sach
cho CBGVNYV va hoc sinh trong trudong.

_-Lap s6 theo ddi viéc muon st dung sach, vin hoa pham hang ngay. Hang thang 1ap bao

cao ve tinh hinh st dung.

- Phan loai cu thé vé sach gido khoa, sz‘tlp xép khoa hoc d& 1y, d& tim, giir gin, bao quan
va v¢ sinh thuong xuyén, dam bao khong bi moéi mot, hu hong.

- Hang niam kiém ké hai lﬁn,: Pau nim va cué% nam, lap bao cdo tinh hinh vé cohét lugng
SGK qua vi¢c stir dung. S6 sach thi€u phai dugc cu thé tung loai va dé xuat mua sam bd sung.

- B4o quan, v¢ sinh thuong xuyén. Nhap kho cac loai sach duogc cép hodc mua vé, lap sb
ghi chép luu trir hod don ching tir trude khi dua vao sur dung.

- Thyc hién truc ban hanh chinh theo su phan cong ciia to Van phong.

- Thuva quan ly, sap xép gon gang ho so minh ching trudng chuan Qudc gia, kiém dinh
chat lugng GD cua truong.

- Lam ho so Pho cép gido duc theo sy phan cong cia Lanh dao nha truong.

- Cung v6i to van phong sap xép van phong, phong Hoi dong theo quy dinh dé t6 chuc
cac hoi nghi, 18 so két, tong két..

- Hang ngay quét don vé smh hanh lang phong Doan d6i, Cong doan, thu vién.

- Lam céc cong viéc khac do BGH phan cong.

5. Pong chi Tran Thi Chau, phu trach cong tic Thi quy

- Lam tron nhiém vu thi quy cua nha truong, thu va quan li cac loai quy, cung voi ké
toan can doi thu — chi.

- Thu cac khoan thu cta truong theo ké hoach cua Hiéu truéng va dén ddc cac GVCN
16p hoan thanh cac khoan thu theo ké hoach.

- bam bao chi dung du theo 1énh chi cua Hi¢u trudng.
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- Hang thang (hodc quy) tong hop cac loai quy trudec Hoi dong su pham nha truong (ké
ca quy cac 1op).

- Thu qu§ chi duoc phat tién khi c6 phiéu chi hodc phiéu tam Gmg do Hiéu trudng ky duyét.

- Khi phét tién thi quy yéu cau ngudi nhan phai ky vao chimg tir va so chi ciia thu quy.

- Thuc hién nhiém vu phan cong khac ctia Hi€u trudng.

6. Pong chi Nguyén Vin Diing — Nhan vién bao vé

- Truc bao v¢ 24/24; bao vé an ninh trat ty, tai san, CSVC cua nha truong, xe cua HS va cua
CB-GV-NV va khach, khong cho bat ctr ai mang tai san cuia nha truong ra khoi truong khi chua dugce
su dong y cia Hi¢u trudng, khong dé ngudi ngoai vao trudng ma chua thong qua bao vé.

- Mo va dong ctra phong cho cua GV, mo va dong cira tat ca cac phong hoc cua HS; cudi
budi kiém tra tat dién, quat va dong cua tat ca cac phong hoc, phong cho cua GV va phong lam
viéc, phu trach dong ngat cau dao di¢n.

- Theo ddi va dé xudt viéc stra chira, dén bu, thay thé tai san bj hong, mat. Céc tai san bi
hong, mat ma bao v¢ khong biét Iy do, khong quy duoc trach nhiém cho nguoi dén bu thi bao vé
phai boi thuong.

- bam bao nudc uong hang ngay cho hoc sinh, vé sinh cdc, chén sach s& dé hoc sinh
dung hang ngay; cung cap day di nude loc tai binh nude nong lanh & phong cho gido vién.

- Tham gia cac hoat dong khac khi Lanh dao nha truong phan cong.

7. Pong chi Nguyén Thi My Hanh — Nhan vién bao vé

- Lam vé sinh hang ngay & cac khu nha vé sinh ctia hoc sinh, nha vé sinh ciia CB, GV, NV.

- Hang ngay thuc hién viéc bom nude day du cho tat ca cac khu nha vé sinh cia HS va
GV, déng va ngat hé thong van nude trong nha trudng.

- Hang‘ ngay quét don vé sinh phong chd ciia GV; hanh lang khu hiéu b, cau thang diy
phong hoc 2 tang.

- Mo, dong phong Hoi truong, dong thoi quét don v¢ sinh trong phong Hoi truong khi to
chtrc Hoi hop, t6 chirc cac su kién, ...; md, tit dién quat trudc va sau khi Hoi hop, sau khi t6
chuc céc su kién, ... tai phong Hoi truong. Béo quan va gilr gin tai san c6 trong Hoi truong.

- Vé sinh 16i di vao truong, déng tho1 cham soc, tudi cdy xanh, cay canh, bén hoa cua 2
bén 161 di vao truong, cdy xanh khu GDTC; Cham so6c va tudi cay xanh, cdy canh, bon hoa trong
san truong.

- Quét rat hang ngay & gdc 02 cay ban trong san truong; 16i di ra 2 nha vé sinh ciia HS,
khu vuc trudc 2 nha vé sinh cua HS.

- Nau nudc udng hang ngay cho CB, GV, NV. Vé sinh cbc, chén & phong cho cia GV,
phong lam vi€c cua lanh dao.

- Theo doi va dé xuat viée viéc mua sim dung cu dé phuc vu ¢ cac nha vé sinh.

- Tham gia day d tat ca cac budi hop HPSP, hop t6 Vin phong va cac budi hoi hop khac
c6 lién quan; tham gia cac hoat dong khéac khi Lanh dao nha trudng phéan cong.

Chuay:

+Toan thé CB, GV, NV trong trudong chiu trach nhiém cd nhan vé nhiém vu duoc giao
trudc BGH va cép trén thudc linh vyc minh duge phy trach. Quan 1y va hoan thanh cac ho so
thu(f)c linh vuc phu trach day du, ding quy dinh. Chiu trach nhiém cung cap day du thong tin va
ho6 so thudc linh vuc phu trach khi dugc ki€m tra.
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+Truc ban hanh chinh ngoai nhiém vu truc tréng phai theo ddi nude doi ¢ cac khu vé
sinh dé kip thoi bao cho d/c Diing biét; tham gia quét don Van phong, v¢ sinh coc chén, quét
don phong Lanh dao nha trudng, hanh lang phong Hoi ddng; theo ddi s§ s6 hoc sinh cac 16p; xur
1y cé4c tinh huong dot Xuat xay ra trong budi tryc; theo ddi viéc thuc hién thoi gian lam viéc cua

CB, GV, NV va ghi s truc ban.
+Truc ban BGH theo doi1 d()p ddc can bcf)2 gido vién, nhén \{ién va HS thyc hién diung cac
quy dinh; xtr 1y tinh hudng trong budi tryc; ghi so truc vao cudi buoi.
Noi dung cong viéc dugc giao ¢ trén s€ co sy thay d6i khi c¢6 su bién dong vé tinh hinh
nhan sy cua nha truong (s€ c6 Quyét dinh bo sung)./-




CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap Tw do - Hanh phuc

i heo OD s6 54/0OD-THCSQT ngay 22/8/2()24 cua Hiéu tru’ong Tru’ong THCS Qué Thudn)

NHIEM VU PUQC PHAN CONG

’ “w S <7

A s CHUC VU, — :n«g % :

TT HO VA TEN KIEM NHIEM DAY Kiem | Lao | £ 3| 52

Day chinh BDHSG | TC | nhiém | déng | & 5| F &
1 |LéVan Thém Hiéu truong GDDP 9(2t) Hoda 9 2 17 19 | 0
2 | Thai Van Nam PHT, TVHD | Cong nghé 8 (4t) 4 | 15 19 | 0
3 | Tran Dinh Phuc Toan 9 (8t)+ Toan 6 (8t) + Cong nghé 9 (2t) Toan 6 18 1 1910
4 | Ding Thi Bé TTCM,CN8 | Toan 8 (12t) Tgfe”ms’ 12| 8 20 | 1
5 | Phan Minh Thuc CN 7 Toén 7 (12t) + CNghé 6 (21) T e s 19 | 0
6 | Pham Vin Anh TTIND, TTCD | Ly 6 (2)+ Ly 7 (3t) + Ly 8 (6t) + Ly 9 (2t) + Cong nghé 8(2) Ly89, | 15| 3 1 (190

7 oL Hué Hoa 6 (2) + Héa 9 (4t) 6
8 |Ng PhanThi  Lic Hoa 7 (3t) + Hoa 8 (31) 6
9 | canNewen Sinh 6(4)+Sinh 7(6ty+Sinh 8 (3/+Sinh 9 (20)+Cong ngh¢7(3) | “u'® | 18 1 1190
10 | Pham Thi Thanh | SN & TETED: | in 6 (2t) +Tin 7 (30)+Tin 8 (39)+Tin 9 (21) Ting | 10| 9 19 | 0
11 %Ljf;ng T Durong TTCM Van 9 (8t)+ Van 6 (8 ) van6.9 | 16 | 3 1910
L. . ” - P < Van 8,
12 | Théi Thi Thanh  Thiiy Vin 8 (12t)+1 16p Vin 7 (4t) + GDDP 8 (3) vy |19 19 | 0
Truong Thi , - Vin 7,

13| pan Huy TPTD 216p Van 7 (8t) viv | 8| 1 19 | 0
14 | Nguyén Thé Vién TTCD Dia 9 (4t) + Tang cuong PGD (14t) 18 | 1 19 | 0
15 | L& Phi Thanh CN7. ia 6 (4t)+Dia7(3t)+Dia 8(3t)+ GDDP 6(2t) 2] 5 | 2190
16 | Pham Vin Bay Str 6 (2t)+Stt 7(6t)+Sir 8 (6t)+Sir 9 (2t)+GDDP 7( 3t) 19 19 | 0
17 | NguyénPinh  Trung | TTCM,CN9 | GDTC 8(6 t)+GDTC 9(4t) + HDTN 9 (1) 11| 8 19 | 0
18 | Pinh P Quang | CTCD,CN6 | GDTC 6 (4)+GDTC 7 (6t) +HDTN 6 (1) 11| 8 19 | 0
19 | Trin Thi chau | N gkgg,w, Anh 9 (6t) +HDTN 9 (1t) + GDCD 7(3t) ANSOTE | 10 | 9 19 | 0
20 | DPinh Thi Hai Yén CN 7, Anh 7 (9) + HDTN 7(3t) + GDCD 9 (2) Ah7,0TE | 14 5 19| 0
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21 | Nguyén Thi Tuyét CN 8, Anh 8 (9t) +tHDTNS8(3)+Cong nghé 9 (2) Anh 8,0TE 14 5 19 | 0
22 | Lé Thi Hong Van CN 6, TTCD | Anh 6 (6t)+HDTN 6 (1)+GDCD 6,8(5t) Ah6OTE | 12 | 6 19 | 0
23 | Phan ThiNgoc  Na Nhac 6,7,8,9 (10t)+Ting cudng (8) 18 19 | 0
24 | Ha Thi Bich Oanh Mi thuat 6,7,8,9 (10t)+Tang cuong (8t) 18 19 | O
25 | Nguyén Thi Huyén Ké toan
26 | CaoThiY Den Thu vién
27 | Nguyén Hoang  Minh TTVP Van thu
28 | Phan Thi Ha Ly Y té, thiét bi
29 | Nguyén Thi My Hanh Béo vé, phuc vu
30 | Nguyén Vin Diing Bao vé, phuc vu

TONG CONG 299 | 118 425 | 1




		thudieuqs@gmail.com
	2024-08-26T17:00:41+0700
	Location
	LÊ VĂN THÊM
	Protect document


		thudieuqs@gmail.com
	2024-08-26T17:01:44+0700
	Location
	LÊ VĂN THÊM
	Protect document


		thudieuqs@gmail.com
	2024-08-26T17:01:44+0700
	Location
	LÊ VĂN THÊM
	Protect document




