SO GDDT BAC NINH CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT HIEP HOA SO 4 DPoc 1ap - Tw do - Hanh phiic
S6: 23 /QP-THPTHH4 Hoang Van, ngay 20 thang 8 ndam 2025
QUYET PINH

Vé viéc phan cong nhiém vu can bd, gido vién, nhin vién
nam hoc 2025-2026

HIEU TRUONG TRUONG THPT HIEP HOA SO 4

Can cir Nghi dinh 24/2021/ND-CP  ngay 23/3/2021 cua Chinh phu Quy
dinh viéc quan ly trong co so giao duc mam non va co so gido duc pho thong
cong lap;

Can cir Nghi dinh 71/2020/NP-CP ngay 30/6/2020 ciia Chinh phii vé Quy
dinh quan ly va su dung tai san cong trong cdc co so gido duc.

Can cir Thong tw so6 15/2017/TT-BGDPT ngay 09/6/2017 ciia BY truong
B¢ Giao duc va Dao tao (GDDT) sua doi Quy dinh ché dé lam viéc doi véi giao
vién phé théng ba hanh keém theo Théng tw 28/2009/TT-BGD PT ngay
21/10/20009;

Can cir Théng twr s6 32/2020/TT-BGDDOT ngay 15/9/2020 ciia B trieong
Bé GDDT ban hanh Diéu 1é truong trung hoc co s6, truong trung hoc pho
thong va truong phé théng cé nhiéu cip hoc (Théng tw s6 32/2018/TT-
BGDDT); Théng tw s6 13/2022/TT-BGDDT ciia ngay 03/8/2022 ciia B truéng
Bé GDPT vé Sira dbi, b6 sung mét sé néi dung trong Chuwong trinh gido duc
phé théng ban hanh kém theo Théng tw s6 32/2018/TT-BGDPT ;

Can cir vdo tinh hinh thuwc té ddi ngii va yéu cau phat trién GDDT ciia don vi.
QUYET PINH:

Piéu 1. Phan cong nhiém vu cho lﬁr}h dao, can bo, gido ,Viél’l, nhan vién va
nguoi lao dong cua Truong trung hoc phd thong Hiép Hoa s6 4 nam hoc 2025-
2026 (Phan cong kem theo).

Piéu 2. Quyét dinh c6 hiéu luc ké tir ngay ky.

Piéu 3. Lanh dao, can bo, gido vién, nhan vién va nguoi lao dong cua nha
trrong chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhdn:

- Chi uy;

- Hoi dong truong;

- Lanh dao truong;

- Lanh dao cac t6 CM, VP;
- Luu: VT,VP.

HIEU TRUONG
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PHAN CONG NHIEM VU NAM HOQC 2025-2026

(Ban hanh kém theo Quyét dinh s6 23 /QD-THPTHHA4 ngay 2 /8/2025 ciia
Hiéu truong truong THPT Hiép Hoa so 4)

I. NGUYEN TAC CHUNG PHAN CONG, PHAN NHIEM

1. Truong trung hoc phé thong Hiép Hoa sb 4 1am viéc theo ché do thu
trudng. Mbi cong viéc dugc glao cho mot 1anh dao, can bg, giao vién (GV) lam
dau mbi; truong hop mot cong viée lién quan dén nhiém vu cua nhiéu lanh dao,
can b, GV thi Hiéu trudng s€ giao mot ca nhan lam dau mdi, nhiing ngudi con
lai phdi hop theo déi, xur 1y.

2. Vige bao cao, cung cap thong tin va phat ngén voi Lanh dao S¢ Giao
duc va Pao tao (GDDT), cap c6 tham quyén va cong dan do Hi¢u truong dam
nhiém. Truong hop dic biét, Hiéu truong Gy quyén cho cap pho theo quy dinh
cua phap luat.

3. Tat ca cong viée duoc thong nhat trong Truong THPT Hiép Hoa s 4,
dam bao nguyén tac tap trung dan chu. Trudng hop c6 ¥ kién khac nhau vé viée
xt 1y, gidi quyét céng viéc ma lanh dao, can bd, GV khong thdng nhat duoc thi
can bg, vién chirc, ngudi lao dong nha truong bao cao Hifu truong xem xét, giai

quye€t.

4. Khi duoc ty quyén, Pho Hiéu truong dugc ty quyén quan 1y, diéu hanh
cong tac cua Truong THPT Hiép Hoa s6 4 chiu trach nhiém truéc Hiéu truong;
cac cong viéc chuyén mon s€ duogc trao doi truc ti€p.

5. Lanh dao, can bd, GV chiu trach nhiém vé van ban trinh Hiéu truéng
Ky va phét hanh.
6. Vi tri, chtrc nang, nhiém vu ctia Trudng THPT Hiép Hoa sb 4:

a) Xay dung chién luoc, ké hoach phat trién nha truong gan voi diéu kién
kinh té - x4 hoi cua dia phuong; xac dinh tam nhin, s& ménh, cac gia tri cot 15i
vé gido duc, van hoéa, lich st va truyén théng ciia nha truong.

b) Xay dung va tb qhﬁc thuc hién ké hoach gido duc cua nha tru’(‘)’ng theo
chuong trinh gido duc pho thong do Bo truong BoO GDDT ban hanh. Phéi hop
voi gia dinh hoc sinh, t6 chirc va ca nhan trong t6 chirc cac hoat dong gido duc.

¢) Tuyén sinh va tiép nhan hoc sinh (HS), quan 1y HS theo quy dinh cta
B6 GDDT.

d) Thuc hién ké hoach phd cap gido duc trong pham vi duoc phan cong.

d) T chire cho GV, nhan vién, HS tham gia cac hoat dong xa hoi.

e) Quan ly GV, nhan vién theo quy dinh cua phép luat.

) Huy dong, quan 1y, st dung cac ngudn luc cho hoat dong gido duc theo
quy dinh cua phép luat.

h) Quan 1y, sir dung va bao quan co s& vat chat, trang thiét bi theo quy
dinh cua phap luat.
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7 1) Thug hién cac hoat dong vé bao dam chét luong gido duc, danh gia va
kiém dinh chat luong gido duc theo quy dinh cua B§ GDDT.

k) Thuc hién cong khai vé cam két chat luong gido duc, céac diéu kién béao
dam chat lugng gido duc va thu, chi tai chinh theo quy dinh cua phép luat.

m) Thyc hién dan chu, trach nhiém giai trinh ctia co s& gido duc trong
quan ly cac hoat dong gido duc; bao dam viéc tham gia cua HS, gia dinh va xa
hoi trong quan 1y cac hoat dong giao duc theo quy dinh cua phap luat.

n) Thyc hién cac nhiém vy va quyén khac theo quy dinh cua phap luat.
I1. PHAN CONG NHIEM VU CAC CA NHAN LIEN QUAN
1. Pong chi Nguyén Pirc Thién - Hi¢u truéng

Chiu trach nhiém truéc S& GDPT vé cac hoat dong cua nha truong; t6
chtrc diéu hanh cac hoat dong ctia nha trudng theo Piéu 18 trudng trung hoc co
s0, truong THPTva trudng phd thong cd nhiéu cap hoc hién hanh (Diéu 18) va
cac van ban lién quan; trach nhi€ém giai trinh cua co s& gido duc va nguoi dang
dau co so gido duc trong quan 1y cac hoat dong gido duc; bao dam viéc tham gia
ctia hoc sinh, gia dinh va xi hoi trong quan 1y cac hoat dong gido duc. Cu thé:

- Xay dung, t6 chirc bd may nhé} truong theo quy dinh; bd nhiém to
truong, t6 pho; to chure thanh 1ap hoi dong truong theo quy dinh; phan cong
nhiém vy cho GV va t6 chure bién ché cac 16p vao dau nam hoc;

- Quan ly tai chinh va tai san cua nha truong; Phu trach cong tac xay dung
co ban cua Nha truong;

- Thyc hién tuyén dung, quan 1y GV, nhan vién; ky hop dong lao dong,
tiép nhan CBGV,NV; cong tac chinh tri, tu tuéng CB, GV, NV; cong tac kiém
tra, danh gia xép loai GV, nhan vién; thyc hién cong tac khen thudng, ky luat
doi voi GV, nhan vién theo quy dinh cua phép luit;

- Chi dao, don dbc, kiém tra cac hoat dong cia cac t6: To Van Phong va
T6 Su-Dia-GDKT&PL;

- T6 chirc xay dung chién luoc, tam nhin, muyc tiéu, quy hoach phat trién

nha trudng; quy ché to chic va hoat dong cua nha truong; ké hoach gido duc

hing nim cta nha truong dé trinh hoi dong truong phé duyét va to chire thuc
hién;

- Phu trach cong tac thanh, kiém tra ndi bo;

- Thyc hién cac quyét dinh hodc két luan ciia hoi dong trudng;

- Bdo cao, danh gia két qua thuc hién ké hoach gido duc cua nha truong
va cac quyét dinh ctia hoi dong truong trude hoi dong trudng va cac cap cd tham
quyén;

- Quan ly HS,Vé‘l cac hoat dong cua HS do nha t,ru:émg td chire; xét duyét
két qua danh gid, x€p loai HS, ky xac nhan hoc ba, cap giay chirng nhan hoan
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thanh chuong trinh gido duc phd théng cho HS THPT va quyét dinh khen
thuong, ky luat HS.

- Thuc hién cac ché d6 chinh sach caa Nha nudc d6i voi GV, nhan vién,
HS; thuc hién quy ché dan chu, trach nhiém giai trinh ctia ngudi dimg dau co sé
gido duc trong t6 chirc hoat dong ctuia nha truong; thuc hién cong tac xa hoi hoa
gido duc cua nha truong;

- Chi dao thuc hién cac phong trao thi dua, cac cudc van dong; thuc hién
cong khai do1 vdoi nha truong va xa hoi theo quy dinh cua phap luét;

- Chi dao xay dung ke hoach va t6 chirc thuc hién nhiém vu nim hoc, Chi
dao thuc hién chuyén ddi s6 trong quan 1y, quan tri va day hoc;

- Phu trach céc hoat dong ctia Cong doan, Hoi cha me HS, cong tac ddi
ngoai, Co sé dir liéu nganh.

- Chi dao viéc tu danh gia, danh gia ngoai va truong Chuan qudc gia;
- Thyc hién giang day theo sy phan cong cta to chuyén mon.

- Thuong xuyén vao phan mém qlvbsgddt.bacgiang.gov.vn; email cong vu
cua nha truong; cac nhom Zalo chung dé xu ly cac cong van cua S¢ va Truong
thudc linh vuc minh phu trach; xay dung ké hoach, trién khai, ki€m tra danh gia
va gui bdo cao vé S¢ va Truong dung thoi gian quy dinh.

2. Pong chi P4 Thi Thanh Thwong — Chi iy vién, Phé Hiéu truéng 1

Nhan ty quyén, phan quyén ciia Hiéu truong diéu hanh truc tiép chi dao
cong tac chuyén mon. Thuc hién va chiu trach nhi€ém trudc Hi€u trudng vé
nhiém vu dugc Hiéu truong phan cong; cung Hi¢u trudng chiu trach nhi¢m
trude cap trén vé phan viéc dugc giao hodc dugc uy quyén. Cu thé:

- Chi dao cac t6 phan cong chuyén mon; phan cong GV day boi dudng HS
gioi (HSG); phu trach cong tac thi khoa hoc ky thuat (KHKT), Sang tao thanh
thiéu nién nhi dong (TTNND); day thém doi voi hoc sinh chua dat két qua cac
moén hoc; chi dao day thém hoc thém, day 6n TN. Xay dung thoi khoa bi€u hang
tuan;

- Chi dao, diéu hanh, nang cao chat luong cac hoat dong chuyén moén:
Day - Hoc; T6 chure Cau lac bc:) ticng Anh, STEM cho HS, cé4c cau lac bo khac
lién quan t61 s¢ thich, nang khiéu hoc tap;

- Chi dao, ﬁén’déc, kiém tra géc hoat dong cua cac td: Ngit van, Tiéng
Anh, Giao duc thé chat-Giao duc Quoc phong-An ninh.

. Chi dao trién khai, kiém tra cong tac ddi méi PPDH, UDCNTT, cqhuyén
doi1 so trong quan ly va day hoc, sinh hoat chuyén moén, BDTX cua GV; t6 chirc
cac ky kiém tra chuyén moén do S¢ quy dinh; Chi dao thi GVDG, thi GVCN
gioi; Hoi khoe Phu Dong, Thé duc thé thao; viét Sang kién kinh nghiém, Gng
dung KHCN, d¢ tai cap co s, cap nganh, cap tinh cua GV.

7 - Chi dao, kiém tra viéc duyét ké hoach bai day dién tur hang tuan cua cac
t0 chuyén mon;
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- Chi dao cac hoat dong trai nghiém hudéng nghiép theo PPCT cua GV chu
nhiém va cong tac hudng nghiép, phan luong;

- Chi dao, diéu hanh cong tac Khao thi va Kiém dinh chit luong gido duc:
T6 chirc cac ky thi (xdy dung ké hoach chi dao nhiém vu, kiém tra giita ky, cudi
ky, thi thang, thi HSG; thi thu);

- Phu trach thanh, kiém tra cac hoat dong chuyén mon;

- Kiém tra cong tac sir dung d6 dung, TBDH ctia cac to chuyén mon; hé
thong may tinh toan trudong.

- Gitp Hiéu truong kiém tra so theo ddi va danh gia HS (S6 theo doi,
danh gia HS dién tu; Hoc ba HS di¢n tr), so ghi dau bai, chi dao cdp nhat diém
thuong xuyén, diém kiém tra gitta ky, cudi ky, cudi nim; cap nhat dir liéu trén
CSDL nganh lién quan dén linh vuc phu trach; phé hoc ba khi duoc phan cong;

- Tham gia vao viéc danh gia, xép loai CB, GV, NV va thi dua-khen
thuong (hang thang tap hop thong tin theo doi thyc hién nhiém vu cuia
CBGV,NV dé danh gia thang). Tham gia cong tac thi dua-khen thudng, cham
diém thi dua vé mang cong viéc dugc phan cong;

- Thuc hién t6t cac ti€u chi thi dua danh gia, xép loai don vi vé mang cong
viéc phu trach;

- Thyc hién giang day ding quy dinh theo su phan cong ctia to chuyén méon;
- Thuc hién cac nhiém vu dot xuat khac do Hiéu truong phén cong;

- Thudng xuyén vao phian mém quéan 1y vin ban; email cong vu ciia nha
truong; cac nhom Zalo chung dé xir 1y cic cong van cua S& va Truong thude
linh vuc minh phu trach; Xay dung ké hoach, trién khai, kiém tra danh gia va
gii bao cdo vé S¢ va Truong dung thoi gian quy dinh. Gui ké hoach cong tac
tuan ké tiép theo dudng link tong hop dé hop 1én lich cong tac cho tuan tiép theo
(1én lich xong cham nhét hét sang ngay thtr 7 hang tuan).

3. Pong chi Nguyén Pirc Toan-Phé Bi thw Chi b, Phé Hiéu trudng 2

Nhén Gy quyén, phan quyén cta Hiéu trudng diéu hanh truc tiép chi dao
cong tac gido duc dao duc 16i séng cho can by, GV, HS ; cong tac dam bao co
s& vat chat phuc vu day va hoc. Thuc hién va chiu trach nhiém trudc Hi¢u
treong vé nhiém vu duge Hiéu trudng phan cong; cung Hiéu trudng chiu trach
nhiém trudc cap trén vé phan viéc duoc giao hodc duoc uy quyén. Cu thé:

- Phu trach cong tac giao duc dao duc, gido duc phéap luat, chinh tri tu
tudng, rén ki nang song; hoat dong thé thao trudong hoc. Cac cudc van dong, cac
cudc thi tim hiéu vé Pang, phap luat...;

- Phy trach quan Iy CSVC nha trudng: trang thiét bi cac phong hoc, thiét
bi, d6 dung day hoc, thiét bi cac phong thuc hanh bd moén; do dung, thiét bi cac
phong: BGH, Vin phong, Ké toan, Thu quy, Poan thanh nién, Tiép dan, cac
phong tb chuyén moén, nha da nang, hoi truong; phu trach di¢n, nudc, mang
Internet ... Thyuc hién kiém ké tai san dinh ky, déy du ho so; chi dao viée cap
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nhat 1én CSDL nganh vé CSVC, tai san. Chi dao thuc hién chuong trinh 58S:
“Sang loc”, “Sap x&p”, “Sach s€”, San s6c¢” va “San sang”. Thuc hién chuyén
doi s6 trong quan 1y;

- Phu tré,ch trang thiét bi de;ly hoc, co s& vat chat; phu trach cong tac phap
che, phong chong tham nhiing tiét kiém chong lang phi, cong tac cai cach hanh
chinh ...

- Chi dao, theo d&i viéc sir dung thiét bi do dung phuc vu day-hoc, khai
thac st dung cac phong hoc chirc nang va phé hoc ba khi dugc phan cong;

- Chi dao thyc hién cac nhiém vu lién quan to1 CNTT, chuyén doi sd, cac
nén tang, phan mém hd trg day, hoc, kiém tra danh gia (giap CBQL, GV kich
hoat tai khoan, huéng dan sir dung, khai thac s liéu, bao cao, théng ké ...).

- Phu trach cong tac truyén thong, cong thong tin dién tir. Viét bai dang
trén trang Cong thong tin dién tir ctia nha truong vé cong tac Pang va ciia S
GDDT; chi dao GV va HS thuong xuyén tuong tac trén Cong thong tin dién tir
va fanpage cta nha truong; Phy trach cac hoat dong vé truyén théng cia nha
truong, xdy dung phong truyén thong va cong tac thu vién truong hoc;

- Chi dao Poan thanh nién, GVCN thuc hién tuyén truyén, phd bién phap
luat, thyc hién van hoa tmg xtr truong hoc, an toan giao thong (ATGT), an ninh
trat ty (ANTT), an ninh mang, bao luc hoc duong; phong, chéng ma ty, tai nan
dudi nudc... dam bao an toan truong hoc; giao duc dao dirc, 16i séng, rén ky
nang song, y t&, v¢ sinh truong hoc, phong, chong dich bénh, thién tai; cong tac
tam ly HS; Xay dung truong hoc than thién HS tich cuc”; truong hoc hanh phuc;
lam dep canh quan su pham nha truong;

- Ph,u trach kiém tra ndi vy; theo ddi, danh gia xép loai két qua rén luyén
cua HS, xép loai céc 16p; xir Iy HS vi pham ky luat, vi pham phép luit;

- Chi dao, don déc, kiém tra cic hoat dong cua cac t6: Vat 1y-CNCN;
Hoa-Sinh-CNNN; Toan-Tin.

- Phu trach céc hoat dong ctia Nir cong, Hoi chir thap do;

- Thyc hién tét cac tiéu chi thi dua dénh gia, xép loai don vi vé mang cong
viéc phu trach;

- Phéi hop chit ch& véi Hoi cha me HS truong dé to chire hop PHHS cac
16p, gido duc dao dtrc HS; quan 1y hé so hop PHHS; 1ap qui ché phdi hop ba moi1
truong gido duc gifra nha truong-gia dinh-xa hoi.

- Chi dao, diéu hz‘mhvcéng tac Khao thi va Kiém diqh chat luong gido duc:
T6 chirc cac ky thi (thi tuyén sinh vao 10; thi chinh thure tot nghiép THPT);

- Phu trach cap nhat thuong xuyén co sé¢ dit li¢u nganh;

- Thuong tryc tham gia vao viéc danh gid, xép loai CBGVNV (hang thang
tap hop thong tin theo doi thyc hién nhiém vu cia CBGV,NV d¢é danh gia
thang); tham gia cong tac thi dua-khen thudng, cham di€m thi dua vé mang cong
viéc dugc phan cong;
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- Phan cong CBGV truc cic ngdy nghi 1&, tét; phan cong HS lao dong vé
sinh, truc trudng;

- Thyc hién cac nhiém vu dot xuét khac do Hiéu trudng phan cong. Thuc
hién quy dinh v€ bao v€ bi mat nha nudc va cac quy dinh cia phap luét;

- Thuong xuyén vao phan mém quan 1y vin ban; email cong vu ciia nha
truong; cac nhom Zalo chung dé xir 1y cic cong van cua S& va Truong thudc
linh vuc minh phy trach; Xay dung ké hoach, trién khai, kiém tra danh gia va
gii bao cdo vé S¢ va Truong dung thoi gian quy dinh. Giri ké hoach cong tac
tuan ké tiép theo dudng link tong hop dé hop 1én lich cong tac cho tuan tiép theo
(1én lich xong cham nhét hét sang ngay thtr 7 hang tuan).

4. P/c Nguyén Vin Ngoc - Chi ity vién, Bi thu Poan truong

- Cung cap uy lanh chi dao Chi b nha trudng thuc hién cic nhiém vu
duoc giao lién quan td1 cong tac Pang; thuc hién cong tac bado vé chinh tri ndi
b0, cong tac bao cdo vién; phu trach cong tac hoat dong phong trao cta chi bo;
thuc hién cac cudc kiém tra giam sat khi dugc phan cong.

- Truc tiép lanh chi dao hoat dong Poan truong.

- Cung v61 BCH DPoan truong chi dao, thuc hién cong tdc Poan va phong
trao thanh nién trong nha truong.

- Chiu trach nhiém trudc Chi by, Ban giam hi¢u, Poan cép trén vé mang
cong tac doan va phong trao thanh nién nhu: Duy tri ky cuong nén nép cia hoc
sinh, rén k¥ nang séng, gido duc chinh tri tu tuong, gido duc thuc hién phap
luat... cho hoc sinh.

- Hang ngay, cuing Ban chip hanh Poan trudng di 1dy si s6 hoc sinh, kiém
tra viéc thuc hién ky cuong nén nép hoc sinh va thong bao cac truong hop vi
pham vé cho phu huynh hoc sinh biét bang tin nhan S6 lién lac dién tir hoic
thong qua giao vién chu nhiém.

- Quan 1y viéc st dung nudce sach cua hoc sinh va can bd gido vién.
- Lam céac cong vi¢c khac khi dugc Hi¢u trudng phan cong.

5. P/c Nguyén Pirc Tap - Chi ity vién, TTCM T6 Giao duc Thé chat-
GD QPAN

- Cung cip uy lanh chi dao Chi bd nha truong thuc hién cic nhiém vu
dugc giao li€n quan téi cong tac Pang; thyc hién cong tdc bao vé chinh tri ndi
b0, cong tac bao cdo vién; thyc hién cac cudc ki€m tra gidm sat khi dugc phan
cong.

- Chju trach nhiém chi dao, diéu hanh, xay dung ké hoach, bao cdo... vé
cong tac chuyén mon t6 TD-QPAN.

- Tham muu, giup viéc cho Ban giam hi€u nha truong vé cong tac lao

dong, co s& vat chat; cong tac quan 1y thiét bi, dd dung Gido duc Thé chat va
Gi4o duc Qudc phong-An ninh.
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- Truc tiép theo do6i, ndm bét tinh hinh lao dong, thuc hién cac nhiém vu
cua nguoi lao dong toan truong; nam bat tinh hinh do1 song vat chat, tinh than
cua nguoi lao dong; t6 chuc tham hoi, dong vién gia dinh can bd khi can; to
chtrc cac hoat dong phong trao ctia can bo khi can ...
- Thuc hién cac nhi¢m vu khéc khi dugc phan cong.
6. P/c Nguyén Vin Xuyén - TKHP, Truéng ban TTND

- Pam nhiém cong viéc cua TKHD nhu: Chuan bi CSVC va ndi dung céc
cudc hop; Ghi chép Nghi quyét Hoi dong truong; Soan thao gidy moi, cong van
khi can thiét; Thay mat lanh dao nha trudong khi lanh dao khong c6 mat; Quan ly
sT s6 hoc sinh toan truong va lam hd so thi cudi ky va cudi nam.

- Thuc hién cong viéc cua Ban Thanh tra nhan dan truong hoc.

- Tham muu, gitip viéc cho Hiéu trudng vé cong tac Thanh tra - kiém tra
nodi bg, Cong tac phap ché.

- Lam céc cong viéc khac khi dugc Hiéu trudng phan cong.
7. Cac dong chi To trudémg, To phé to chuyén méon

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

* Té trwéng to chuyén méon

- Xay dung chuong trinh hoat dong cta t6, hudéng din gido vién xay dung ké
hoach cong tac chuyén mén; kiém tra d6n doc mdi t6 vién thuc hién dung ké hoach
da dé ra, thao luan, nhan dinh tinh hinh va danh gia két qua giao duc hoc sinh thude
pham vi ctia to phu trach; ban bac co bién phap nang cao chat luong gido duc toan
dién, hoan thanh va ndp cac bao cdo ciia to theo diing thoi gian qui dinh.

- T chirc trao d6i va danh gid SKKN, t6 chiic du gid 1én 16p dé rat kinh
nghi¢m, t6 chirc thao giang, chuyén de, t6 churc boi dudng nang cao trinh do to vién.

- T6 chtic phong trao thi dua trong t6, nhan xét danh gia t6 vién dé nghi
khen thuong va ky luat doi vaoi to vién. Di€u hanh, quan 1y, t6 chiic cac budi
sinh hoat to.

- C6 trach nhiém phan cong nguoi day thay khi c6 to vién nghi bénh hoic
ban cong tac, ban viéc riéng.

- Tham gia cing BGH nha trudng trong cong tac kiém tra hoat dong day
hoc ctia gido vién, hoc sinh.

* To pho to chuyén mon

- Tham muu, gitp viéc cho t6 truong trong viéc xdy dung ké hoach va
diéu hanh thyc hién ké hoach to.

- Soan thao, ghi chép, tong hop cac sd liéu vé cac hoat dong cua td chuyén
mon phu trach.

- Piéu hanh céc hoat dong chuyén mon khi duoc to trudng uy quyén.

8. Gido vién by moén
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- Thyc hién nhiém vu dugc quy dinhqtai Luat vién gh&c,, Piéu 1é truong
trung hoc co so, truong THPTva truong pho thong c6 nhiéu cép hoc dugc ban
hanh kém th,eo Thong tu s6 32/2020/TT-BGDDT cua Bo Gido QUC va DPao tao;
Thong tuw So 22/2021/TT-BGDDT, ngay 20/7/2021 quy dinh ve danh gid hoc
sinh trung hoc co s¢ va hoc sinh trung hoc pho thong;

- Thuc hién cac nhiém vu khac khi dugc Hiéu truong phan cong.

9. Giao vién chi nhiém

Ngoai cac nhiém vu ctua gido vién bd moén, giao vién chu nhiém con co
nhitng nhi¢m vu sau day:

- Thuc hién nhiém vu dugc quy dil’]h tai’ Piéu 1é truong trung hoc co so,
truong THPTva truong pho thong c¢6 nhiu cép hoc duoc ban hanh kém theo
Thong tu s6 32/2020/TT-BGDDT cua Bo Gido duc va Pao tao; Thong tu SO

22/2021/TT-BGDDT, ngay 20/7/2021 quy dinh Vé, danh gia hoc sinh trung hoc
co s& va hoc sinh trung hoc pho thong, lién quan dén cong tac cht nhiém.

- Béo céo thuong ky hodc dot xuat (néu ¢6 tinh hinh dc biét) vé tinh hinh
cua 16p voi hi¢u truong. Khi co sy thay déi GVCN 16p: GVCN cii phai ban giao
cu thé tinh hinh moi mat cua 16p cho GVCN méi.

- Thyc hi¢n cac nhiém vu khac khi dugc Hi¢u trudng phan cong.
10. P/c Nguyén Thi Huong - Ké toan, To trwéng to Vin phong

- Xay dung ké hoach cua td, chi dao td vién thuc hién theo ké hoach to, ké
hoach cua nha truong.

- Tham muu cho hiéu trudng vé quan 1y tit ca cac ngudn tai chinh, tai san.
Lap tat ca cac du tru chi tiéu do hi€u truéng chi dao. Quan 1y ho so, chirng tur theo
ding nguyén tac tai chinh.

- Phai ¢6 ¥ kién khi chu tai khoan chi sai danh muc;

- Giai quyét nhanh chéng, kip thoi, chinh x4c, ¢6 trach nhiém cac khoan
thu-chi va cac che dg, chinh sach cho CBGV,NV va hoc sinh. Hang thang, hang
quy quye¢t toan tat ca cac nguon thu-chi va bao céo vai hiéu truong tinh hinh thu
chi.

- Thyc hién cong viéc bao quan gidy td, luu trit ho so gidy to lién quan dén
tai chinh, chimg tir lién quan dén ké toan, so6 sach li€n quan dén cong tac tai
chinh theo quy dinh ctia phap luat vé ké toan: phoi hop véi cac bd phan, ca nhan
trong co quan;

- B4o céo cac loai quy ngoai ngan sach (hoc phi, cac ngudn tién giri con
du...) dé hiéu truong thong bao cong khai cac loai quy. Hang quy, hang nim
phai kiém quy tién mat, khi két thac nam tai chinh, dong thoi xdy dung quy ché
chi ti€u ndi bo theo quy dinh.

- Trudc ngay 12 hang thang hoan thanh thu tuc chuyén kinh phi chi luong
cho CBGV, NV.


https://giaoduc.net.vn/gdvn-post226013.gd
https://giaoduc.net.vn/gdvn-post226013.gd
https://giaoduc.net.vn/gdvn-post226013.gd
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-Tham gia cic hoi ddng: Thi dua khen thudng, kiém ké thanh 1y tai san,
dau thau,..., va cac hoat dong t6 chirc doan thé trong Nha truong;

- P& xuit phuong 4n va thao cac hop dong lao dong trong nha trudng.
- Theo ddi va cép nhat s6 bao hiém ciia CBGV, NV trong trudng.

- Lam céc cong viéc khac khi Ban Giam hi¢u phan cong.

11. P/c Than Thi Mén - Vin thu

* Lam cong tac Van thu, luu triv

- Git con ddu nha trudng.

- Ghi chép s6 cong van di, dén. Luu cac cong van di dén trong may tinh
va trong ho so ctia nha truong.

- Bdo quan, luu trit cac loai hd so hoc sinh, hd so nha truong.

- Thyc hién viéc cap phat bang tot nghiép THPT theo quy dinh.
* Cong tac Thuw vién

- Xay dung ké hoach thu vién phuc vu nam hoc.

- Quan 1y toan bg sach, bdo, tap chi va phuc vu nghién ctru, tham khao
cho CBGV,NV va hoc sinh nha truong theo quy dinh.

- PBé xuat viéc bo sung céc loai sach, bao, tap chi nham phuc vu ngay cang
tot hon yéu cau cuia CBGV, NV va hoc sinh nha truong.

- Cudi ky, cudi nim bao cdo tong két két qua phuc vu ban doc, tong hop
sO lugng, tinh trang sach, bao, tai liéu ndp cho hiéu truong.

12. Nhan vién y té trwong hoc
- Quan Iy va chiam soc strc khoe trong nha trudng, cu thé:

+ T6 chirc kham stre khoe dinh ky va phén loai sttc khoe cho hoc sinh it
nhat moi ndm mot 1an vao dau nam hoc;

+ Quan 1y va luu hd so theo di st khoe cua hoc sinh;

+ Mua, bao quan va cap thudc theo quy dinh;

+ So cury, cép ctru ban dau; cham séc stre khoe ban dau theo quy dinh cua
B0 Y t€&; Chuyén bénh nhan dén co s¢ y té trong nhitng truong hgp cén thiét.

- Tuyén truyén, gido duc, tu van cac van dé lién quan dén stc khoe cho
hoc sinh, gido vién, can by, nhan vién nha truong va cha me hoc sinh. Van dong
hoc sinh tham gia bao hiém y té.

- T6 chire thuc hién vé sinh hoc duong, v¢ sinh moi trudng, phong chéng
cac dich bénh, bénh, tat hoc duong, ddm bao v¢ sinh an toan thuc pham, phong
chong tai nan thuong tich, phong chong HIV/AIDS, cac bénh xa hoi va thuc
hién cac hoat dong khac vé y té truong hoc.
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- Phéi hop voi coso'y té, cac don vi lién quan tai dia phuong, cac don vi,
t6 chtrc, doan thé trong truong trién khai, thuc hién cac hoat dong y té trudng hoc
va cac hoat dong y té khac, xay dung moi trudong truong hoc lanh manh, an toan.

- T chtrc thuc hién sy chi dao cua nganh y té dia phuong vé chuyén mon,
nghiép vu.

- So két, tong két va bao cao két qua cong tac y té truong hoc theo quy dinh.

- Quan 1y viéc st dung nudc sach cua hoc sinh va can bd gido vién.

- Kiém tra cong tac vé sinh trudng hoc hang ngdy va bao cao d/c Nguyén
Duc Toan.

- Tham gia cac cong vi¢c khac khi Ban giam hi¢u phan cong.

13. P/c Pao Thi Thiéu va Gido vién kiém nhiém cic phong thiét bi, thi
nghiém

- Phuy trach cong tac thiét bi d6 dung phuc vu cho hoat dong day-hoc ctia
nha truong. Quan ly dam bao cac phong thi nghiém, thuc hanh; ddm bao thiét bi
do dung ludn sap xép khoa hoc, gon gang, ddm bao v¢ sinh; chuén bi thiét bi o
dung lién quan giang day khi gido vién c6 nhu cau (b4o qua phicu).

-Co dﬁy du cac loai s6 theo qui dinh theo dodi viéc sir dung dd dung thiét
bi va cac phong thi nghiém, thyc hanh. Pinh ky kiém ké thiét bi 6 dung.

- Pé xuét nhiing giai phap lién quan t6i quan 1y thiét bi, d6 dung va st
dung cac phong thi nghiém, thyc hanh dé€ phuc vu tot cong tac gidng day.

- Thyc hi¢n cong viéc cua Thu quy:

+ Giup hiéu trudong quan 1y tai chinh cua tit ca cac ngudn quy trong nha
truong theo ding nguyén tac tai chinh.

+ Khoéng duoc tu ¥ cho vay tng tién hodc st dung vao viéc khac khi chua
dugc su dong v cua chu tai khoan;

+ S6 sach phai ghi chép rd rang, dung nghiép vu thu quy;

+ Thuc hién trach nhiém quan 1y tai chinh, tai san, cac loai h so, ching ti.

+ Thu chi phai cap nhat kip thoi; hang thang phai két qiiy dé bao cao cho
hiéu truong; quyét toan hang quy, hang nim véi cap trén mot cach chinh xAc,
kip tho.

+ Chi dugc phép chi khi c6 ky duyét cta hiu trudong va ké toan (tat ca
cac nguon quy).

+ Tham gia thu cac loai quy va thong ké, bao cdo tién do thu theo thoi
diém, hang thang cho hi¢u trudng biét.

+ Kiém dém thu, chi tién mat chinh xdc va bao quan an toan quy tién mit
cua don vi, tranh trudong hop lam thu va lam chi. Bdo cdo chinh xac va day du vé
quy tién mat. Tranh truong hop thi€u hut s6 tién trong quy ma khong cé co so
cho van dé chi do6 1a gi, vi khong c6 co s¢ dé chirng minh vé van dé chi tiéu.
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+ Trong viéc thuc hién chi cac ché do chinh sach cho hoc sinh thu quy
phai cho hoc sinh tryc tiép nhan va giao vién chi nhiém gidm sat, gido vién chu
nhiém cung ky vao chung tir nhan cua hoc sinh. B4do c4o véi hi¢u truong, ké
toan sO0 quy con lai khi ¢6 yéu cau.

- Pong chi Pao Thi Thiéu: Thyc hién cic nhiém vu cta can bd Y té
truong hoc.

- Ngoai ra tuy thuc té hiéu truong co thé giao thém cac nhiém vu khac.

14. Pong chi Nguyén Bio Trung-Nhan vién CNTT

- Truc tiép phu trach toan b ndi dung lién quan téi CNTT nha truong: HO
trg CBQL, GV thyuc hi¢n nhiém vy lién quan t61 CNTT; trién khai thyc hién
nhiém vu chuyén doi s6 theo hudéng dan...

- La quan tri website cua truong, thuong xuyén cap nhat tin bai, phan anh
hoat dong nha truong cling nhu tinh hinh li€én quan t41 cong tac gido duc, tinh
hinh dia phuong trén trang web.

- La quan tr1 CSDL cua truong: Thuc hién cac ndi dung lién quan to1 hé
thong CSDL theo cac van ban huéng dan cua Sé.

- Huéng dan CBQL, GV trién khai thuc hién cac nhiém vu nhu: Hoc ba
dién tur, cac nén tang day, hoc va kiém tra danh gia online, h¢ thong quéan ly van
ban chi dao diéu hanh ...

- Thyc hi¢n cadc nhiém vy khac khi duge phan cong.

15. Ong Nguyén Vin Tao, Nguyén Vin Nam - Bao vé

- Thyc hién nhiém vu bao vé theo hop dong di ky voi Hiéu trudng nha
truong.

- bam bdo an toan tai san, strc khoé, tinh manh ctia can bd gido vién, hoc
sinh va nha truong.

- Thuc hién cac nhi¢m vu khéc khi dugc phan cong.

Ngoai nhiém vu dugc phan cong ¢ trén, Hiéu trudng (Bi thu chi bd) co
thé giao thém nhiém vu cho CBGV,NV tuy vao tinh hinh thuc té ctua trudong
theo thoi diém. NO1 dung cong viéc co thé thay dé1 khi c6 su bién dong ve tinh
hinh nhan sy cua nha truong./.
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