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TRUONG THPT HIEP HOA SO 4 Doc 1ap - Tu do - Hanh phuc
S6: 56/QD-THPTHH4 Hiép Hoa, ngay 08 thang 10 nam 2019
QUYET PINH

Thanh 1ap Ban Cong ngh¢ thong tin ndm hoc 2018-2019

HIEU TRUONG TRUONG THPT HIEP HOA SO 4

Can ctt Nghi dinh 64/2007/ND-CP ngay 10/4/2007 cta Chinh phu vé Ung
dung Cong ngh¢ thong tin trong hoat dong ctia co quan nha nudc;

Can ctr Thong tu s6 12/2011/TT-BGDDT ngay 28/3/2011 cua Bo truong Bo
Giao duc va Pao tao ban hanh Diéu 1& Trudong trung hoc co sd, truong trung hoc
phé thong va trudng phd théng cé nhiéu cip hoc;

Can ct Cong van sé6 5/HD-SGDDT ngay 17/9/2019 cia S& GD&DPT Bic
Giang Hudng dan thuc hién nhiém vu Cong ngh¢ thong tin ndm hoc 2019-2020;

Xét nhu cau cong tac va kha nang can bo,

QUYET PINH:
Piéu 1. Thanh 1ap Ban Cong nghé théng tin ndm hoc 2019-2020 gém 05 dong
chi (co sanh sach kem theo).

Piéu 2. Ban Cong nghé thong tin hoat dong theo qui ché kém theo Quyét dinh
nay, trach nhiém cac thanh vién do Trudng ban phan céng. Ché d6 cac thanh vién
(khong tinh Trudng ban, Pho trudng ban) 14 01 tiét/tuan.

Piéu 3. Quyét dinh c6 hiéu lyc tir ngay ky. Cac ong (ba) Ké toan, cac bd phan
lién quan va cac ong (ba) cd tén tai Di€u 1 chiu trach nhiém thi hanh Quyét dinh

nay./.
Noi nhén: KT.HIEU TRUONG
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ciia Hiéu treong truwong THPT Hiép Hoa s6 4)

DANH SACH
BAN CONG NGHE THONG TIN NAM HOC 2019-2020
(Kem theo Quyeét dinh so 56/QD-THPTHH4 ngay 08 thang 10 nam 2019

Stt Ho va tén Mon Chire vu Nhiém vu
1 | Nguyén Dtrc Thiéu Sinh hoc | Hiéu truéng Trudng ban
2 | Bd Thi Thanh Thuong Ngir van | Pho Hi¢u truéng | Pho Trudng ban
3 | Nguyén Puc Thién Lich st | Pho Hiéu truong | Phé Trudng ban
4 | Tran Thi Nén Tin hoc | To ph6é CM Thanh vién
5 | Tong Ngoc Thang vatly | Giao vién Thanh vién
6 | Nghiém Thi Ngoc Thuong | Ngit Van | TTCM Thanh vién

(Danh sdch gom 05 thanh vién)




QUI CHE HOAT PONG
VA PHAN CONG NHIEM VU THANH VIEN
BAN CONG NGHE THONG TIN NAM HQC 2019-2020
(Kém theo Quyét dinh s6 56/0P-THPTHH4 ngay 08 thdng 10 niam 2019
ciia Hiéu trudng truong THPT Hiép Hoa s6 4)

1. Qui ché hoat dong

- Churc nang:

+ Ho tro Ban Gidm hiéu nha truong td churc, quan ly, khai thac, sir dung cong
nghé thong tin, cac phan mém vé quan 1y gido duc va quan tri trang Website ciia
truong.

+ Ban Cong nghé thong tin truong THPT Hiép Hoa sb 4 hoat dong dudi su
chi dao ctia Ban Giam hiéu nha trudng, truc tiép 1a Pho Truong ban — Pho Hiéu
trudng phu trach vé cong nghé thong tin (Nguyén Pirc Thién); Thoi gian hoat dong
duoc tinh theo nim hoc. Sau mdi nim hoc, Ban Giam hiéu sé kién toan lai Ban va
phan cong nhiém vu cuy thé t6i timg thanh vién dé phu hop véi tinh hinh thuc té.

- Nhiém vu:

+ Tham muu Ban Gidm hi€u nhitng ndi dung lién quan t61 hoat dong Cong
nghé thong tin nha truong;

+ Duéi du chi dao cua Trudng, Phd Ban hoan thanh cic cac cong viéc do
nganh trién khai va yéu cau lién quan t6i Cong nghé thong tin;

+ Hoan thanh cac loai bao cédo, dit li€u va guri bdo cdo, dir li€u theo dung thoi
gian qui dinh cua nganh;

+ Duy tri hoat dong cua trang Website cua truong: Cap nhat thuong xuyén
hoat dong cua trudong; ding tai ké hoach, cong khai cac ndi dung vé hoat dong gido
duc, céc bai viét cia CBGV, HS ...

2. Phan cong nhiém vu cac thanh vién

- P/c Nguyén Puc Thiéu — Hiéu trudng, Trudng ban: Chi dao chung hoat
dong cua Ban Cong nghé thong tin;

- B/c Db Thi Thanh Thuwong — Pho Hiéu truéng - Phé Trudng ban:

+ Chi dao hoat dong ctia cac thanh vién; chi dao truc tiép d/c Nén (TTCM
Toan, Tin) hoan thién cic ndi dung phan mém lién quan tdi cong tac chuyén mon
trén Smas, trang truong hoc két néi va trang Co so dit liéu nganh;

+ Tham dinh, phé duy¢t nhitng bai viét cia CBGV, HS nha truong khi bo
phan quan tri trang Website ctia truong c6 dé xudt trude khi ding bai.

- D/c Nguyén Pirc Thi¢n — Phé Hiéu truwng, Phé Trudng ban:

+ Chiu trach nhiém trudc Hiéu truong vé hoat dong cua Ban.
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+ Cung céc thanh vién ctia Ban chi dao, huéng dan ky thuat dé gido vién hoan
thién co s¢ dir li¢u lién quan té1 CBGV, NV va hoc sinh.

+ Quan tri S lién lac dién t&r VnEdu cta truong.

+ Chi dao, d6n ddc cac thanh vién hoan thanh nhiém vu duoc giao.

+ Tham dinh, phé duyét nhiing bai viét cia CBGV, HS nha truong khi bo
phan quan tri trang Website ctia truong ¢ dé xuat trude khi dang bai.

+ HO tro vé mat k¥ thuat trong qua trinh hoat dong cua céac thanh vién khi can
thiét.

+ Truc tiép chi dao d/c Thing khai thac phan mém Smas, khai thac Website;

-D/c Tran Thi Nén — Té trwéng To Todn, Tin, thanh vién:

+ Cung v6i Pho Hiéu trudng phu trach chuyén mén truc tiép quan tri, duy tri
hoat dong ctia Trang trudng hoc két ndi; phan mém quan 1y nha trudong Smas, trang
Co sé dit liéu nganh (CSDL) va cac phan mém khac lién quan. Thyc hién cac phan
viéc do PHT phu trach chuyén mén phan cong, yéu cau.

+ Pdi v6i phan mém quan 1y nha truong Smas: Cung d/c Thién hoan thién
viéc xay dung co s¢ dit li¢u lién quan té1 CBGV, NV va hoc sinh; Thuong xuyén
cap nhat thong tin c4 nhan CBGV va nhap méi thong tin CBGV (néu c6); dinh ky
cubi Hoc ki I va cudi Hoc ki II cap nhat danh gia CBGV 1én phén mém; khai thac
cac chirc nang ciia phan mém phuc vu béo céo theo hudng dan cta Sg, truong (néu
c6 yéu cau).

+ Pbi voi trang CSDL: Thyc hién chuyén dbi dir liéu tir Smas sang Co s dir
liéu nganh theo huéng dan, qui dinh; Hoan thanh cac bao céo theo thoi gian yéu
cdu cta nganh.

+ Thuc hién mot sé cong viéc khac khi duge phéan cong.

- D/c Tong Ngoc Thing — Gido viénVit Iy, thanh vién:

+ Quan trj trang Website ctia truong: Chiu trach nhiém ding ndi dung bai viét
da duoc bd phan bién tap tham duyét; thuong xuyén cap nhat hoat dong cua nha
truong 18n Website; bién tdp Website phong pht vé ndi dung, sinh dong vé hinh
thire, hop 1y vé my quan tong thé. ..

+ Hd trg Ban Giam hiéu quan 1y vé cong nghé thong tin. Khac phuc hoic
tham muu hudng khic phuc nhimng su cd vé cong nghé thong tin khi can.

+ Thyc hién mot s6 cong viée khac khi dugc phan cong.

- D/c Nghiém Thi Ngoc Thuwong - Té truong Té Ngir vin, thanh vién:

+ Nhan bai viét ctia cac to chuyén mén, cac bo phan dugc giao viét bai va
chiu trach nhi¢m bién tap ndi1 dung cac bai viét trude khi dang tai trén Website clia
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truong. Sau khi bién tap, tham duyét thi chuyén noi dung, anh cho bd phan quan tri
(d/c Thang qua mail ca nhan) dé dang tai 1én trang Website.

+ Thudong xuyén cdp nhat hoat dong cua nha truong 1én trang Website thong
qua cac bai viét dang dua tin, thong bdo, tin hoat dong ...

+ Giao nhiém vu cho B/c Nghiém Thi Ngoc Thuong: Theo doi viéc ndp bai,
dang tin cta cac td chuyén mon, cac b phan, cua CBGV, hoc sinh dang nop bai,
tin 1én Website cta truong. Thuong xuyén bao céo d/c Thién vé viéc ndp bai dang
Website cua cac bd phan, GV da trién khai.

+ Thuc hién mot sd cong viéc khac khi dugc phan cong.

KT. TRUONG BAN
PHO TRUONG BAN

(Pa ky)

PHO HIEU TRUONG
Nguyen Dire Thién



