PHONG GD&DT DPONG TRIEU CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG TH HONG THAI PONG Djc lap - Tw do - Hanh phiic

S6: 166/QD-THHTD Hong Thadi Dong, ngay 20 thang 08 nam 2024
QUYET DINH

V¢ viéc phin cong nhi¢m vu nim hoc 2024-2025
HIEU TRUONG TRUONG TIEU HQC HONG THAI PONG

Can cir Thong tu 35/2006/TTLT-BGDDT- BNV ngay 23 thang 08 nim 2006
ctia Bo GD va DT- BNV hudng dan dinh murc bién ché vién chirc & céc co so gido
duc pho thong cong lap;

Cin ctt Théong tu 15/2017/TT-BGDDT ngay 9 thang 6 nam 2017 cua

BGDDT vé viéc stra ddi, bd sung mot s6 diéu quy dinh ché do lam viéc déi voi

gido vién pho thong ban hanh kem theo TT 28/2009/TT-BGDDT ngay 21 thang 10

nam 2009 cua Bo GD&DT,;

Can cir Thong tu 16/2017/TT-BGDDT ngay 12 thang 07 ndm 2017 hudng
din danh muc khung vi tri viéc lam va dinh muc s6 lugng ngudi 1am viéc trong cac
co sd gido duc pho théng cong 1ap;

Can cu Luat gido duc s6 43/2019/QH14 ngay 14 thang 6 nam 2019 cua
Quéc hoi nuée Cong hoa xa hoi chu nghia Viét Nam;

Can cir Thong tu 28/2020/TT-BGDDT ngay 04 thang 9 nam 2020 cua Bo
GDDT vé viéc Ban hanh diéu 1é truong Tiéu hoc;

Can ctr vao trinh do dao tao va ndng luc chuyén mén cta can bd gido vién,
nhan vién nha truong;

Xét dé nghi cua by phén chuyén mon trudng Tiéu hoc Hong Thai Déng,

QUYET PINH

pidu 1: Phan cong nhiém vu cho cdn b, gido vién, nhan vién nha truong
nam hoc 2024-2025(C6 danh sdch phdn cong kem theo).

Piéu 2: Cac can bo gido vién, nhan vién dugc huong moi quyén loi theo quy
dinh cua diéu 1é truong Tiéu hoc va c6 nghia vu hoan thanh tét nhiém vu duoc

giao.
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bitu 3: Cac ong (ba) co tén
Quyét dinh ¢6 hi¢u lyc ké tir ngay ki.
Noi nhan:
- Nhue diéu 3,
- Liu: CM.

¢ dicu

| can cir quyét dinh thi

hanh.
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(Kém theo Quyeét d_r'iz&ciso”}’ Cd/gQ _THHTD ngay 20 thang 08 nam 2024

coHE fwong trieong THHTD)

1. Hi¢u truéng: DUONG THI THUY HANG

- Chu tich HDTBKT, Chu tich HD tu dénh
truong hoc.

- T4 chire quan ly cic hoat dong cuia nha truong.

- Quan ly GV, NV va HS va cic phan mém.

- Cong tac Boi dudng doi ngil.

- Cong tac Quan ly cong tac tai chinh.

- Cong tac kiém dinh, truong chuén Qudc gia: phu trach Tiéu chuan 1.

- Kiém tra danh gia viéc thuc hién nhiém vu cua CBGV, nhan vién.

- Quan Iy hanh chinh tai san, sur dung c6 hiéu qua cac nguén tai chinh cua

WNH SACH

gia, Truong ban kiém tra ndi bo

nha truong.

- Giai quyét khiéu nai, t6 cdo, tiép dan.

- Cong tac tham muu, phéi hop voi cép c6 tham quyén va cac luc luong
gia gido duc dé hd tro tang cudng cac hoat dong cua nha truong.

- Sap xép thoi khoa biéu, phan coéng nhiém vu cac thanh vién trong nha
44,5 day 02 tiét/tudn, duyét KHBG TT to 4.

truong. Sinh hoat chuyén mon tai to
- Xay dung cac ké hoach cu thé nhu sau: Chién lugc phét trién nha truong

giai doan 2023-2025, KH phat trién nha truong, KH gido duc nha truong, KH
nhiém vu nam hoc, KH KTNB, KH tu danh gia, KH boi dudng doi ngl, KH tai
chinh, KH céng khai, KH TPKT, KH hoat dong Hoi déng tu vAn, Hoi dong

truong, KT giam sat, dénh gia xép loai VC, Chuén nghé nghiép GVTH va mét 56

KH khéc trong timg thoi diém.
- Lich truc truong: Tai diém truong Yén Dudng vao sang thar 2, tai diém
y con lai lam viéc tai diém

tham

truong Tan Yén, Tan Lép vao sang thir 6. Cac nga

trudng chinh.
- Cac cdng viéc dot xuat, théng nhit BGH phén cong tai thoi diém.

2. Phé Hiéu truéng: HOANG VAN DUONG

Tham muu cho Hiéu trudng céc ni dung duge phéan cong.

Phu trach va chi dao thuc hién, chiu trach nhiém trudc két qua thuc hién
nhiém vu mot s linh vuc ctia nha trudng do Hiéu trudng phén cong, gdm:

- Phu trach chuyén mon to 1, td 4.5.

- Cong tac kiém tra ndi bo.

- Theo déi gid day gido vién, chim cong hang ngay.
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- Phu trach cdc doi tuyén Tiéng Anh, Viét chir dep, Tin hoc,
Olimpic cdc mén hoc, Toan TV va cac cudc thi, giao luu cia GV va HS trén mang.
- Phu trach Céng tac Ban tru, ATTP. '

- Phu trach CNTT, chuyén doi sé (Kiém tra tin bai, gido dn truc tuyen GV.
cac cuoc thi cua hoc sinh, GV trén mang...).

- Phu trach ndi dung tin bai vé linh vuc phu trach. ’

- Duyét KHBG truc tuyén khéi 1, 5. Duyét lich bdo giang khoi 1, khoi 4,5.

- Té chire quan ly hd so thi, kiém tra hoc sinh.

- Theo ddi co s vat chat, thiét bj gido duc, thu vién. ,,

- Céng tac kiém dinh, truong chuan Qudc gia: Phu trach tiéu chuan 3,5.

- Xay dung cac ké hoach thudc linh vuc phu trach cu thé nhu sau: KH day
hoc 2b/ngay, KH day hoc GDLSDP, KH thuc hién giang day tich hop cac m6\n
hoc, KH CNTT chuyén dbi sb, KH day hoc tiéng Anh, KH day hoc tin hoc, KH boi
dudng HS nang khiéu va HS can hd trg, KH té chic chuyén dé, KH Bén tru, lfH
hoat dong phong hoc CN(HDTN), KH Stem va CLB, KH cac cudc thi, cac ki kiém
tra. Ngoai ra xdy dung cac ké hoach thuc hién cu thé theo tirng thang, ki thugc linh
vuc dugc phan cong phu trach va mot sé ké hoach khéc trong timg thoi diém.

- Sinh hoat chuyén mén tai t6 1 day 4 tiét/tuan.

- Truc truong: tai diém chinh ngay thu 3,5. Tai diém truong Tan Yén vao
chiéu thr 2, tai diém trudng Tan Léap vao chiéu thir 4. Cac ngay con lai lam viéc tai
diém truong chinh.

- Quan hé phéi hop véi cic co quan thudc linh vuc phu trach.

- Thay mat Hiéu trudng giai quyét cac cong viéc chung cua nha truong khi
Hiéu truong di véng (uy quyén), thuc hién cic nhiém vu khéc do Hiéu trudng phéan
cong va uy quyeén.

- Cac cong viéc dot xuat, thong nhat BGH phan cong tai thoi diém.

3. Phé Hiéu truong: TRAN THI THU HANG

Tham muu cho Hi¢u truong cac ngi dung duge phan cong.

Phu trach va chi dao thuc hién, chiu trach nhiém trudc két qua thuc hién
nhiém vu moét sb linh vuc cua nha truong do Hiéu trudng phan cong, gom:

- Phu trach chuyén mon t6 2,3 va td vin phong.

- Cong tac kiém tra ndi bo.

- Theo dai gio day gido vién.

- Phu trach cong tac phf) cap gido duc, theo ddi hoc sinh di, dén.

- Phu trach cong tac HDNGLL, HDTN, céc hoat dong VHVN, TDTT, ATGT,
PCTNTC.

- Phu trach cong tac LDVS va Y té trudng hoc, phong chdng dich bénh.
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- Phu tréch céc cudc van dong va phong trao thi dua cia GV va HS. Trién
khai céc noi dung ky cam két cia GV, HS.

- Phu trach ddi tuyén TDTT, VHVN, Mi thudt, céc cuge thi va giao luu cia
GV, hoc sinh va CLB cac mon hoc.

- Phu trach hoat dong GD ky nang song. Gido duc hoda nhap hoc sinh khuyét
tat va hoc sinh cé hoan canh kho khan, HS dén toc.

- Phu trach ndi dung tin bai vé linh vuc phu trach, duyét KHBG TT, lich bao
giang t6 2,3.

- Cong tac kiém dinh, truong chuén Quéc gia: Phu trach tiéu chuén 2,4.

- Cong tac khen thudng cudi nim cua hoc sinh.

- Xay dung cac ké hoach thudc linh vuc phu trach cu thé nhu sau: KH
HDNGLL, KH GDTC va TDTT, KH kiém tra thé luc HS, KH thuc hién gido duc
KNS - GD hoa nhap, KH td chure sau gio hoc, KH sinh hoat dudi co, KH HDTN,
KH PCGD, KH Y t truong hoc, KH vé sinh ATTP, KH phong chong tai nan
thuong tich, KH thuc hién ATGT, KH lao dong, KH hoat dong cac CLB, KH hoat
dong binh dang gidi trong nha truong, KH phéi hop céc doan thé trong va ngoai
nha truong. Ngoai ra xay dung ké hoach hoat dong cu thé theo timg thang va cac
dot thi dua thudc linh vuc dugce phén cong phu trach va mot sb ké hoach khéc
trong timg thoi diém.

- Sinh hoat chuyén mén tai t6 2,3 day binh quén 4 tiét/tuan.

- Truc trudng: tai diém chinh ngay thir 4, 6. Tai diém truong Tan Yén vao
chiéu thir 3, tai diém trudong Tan Lép vao chiéu thtr 5. Céac ngay con lai lam viéc tai
diém truong chinh.

- Quan hé phéi hop véi cac co quan thuge linh vuc phu trach.

- Thay mt Hiéu truong giai quyét cac cong viéc chung cua nha truong khi
Hiéu truong di véng (uy quyén), thuc hién cac nhiém vu khéc do Hiéu truéng phan
cong va uy quyén.

- Cac cong viéc dot xut, thong nhat BGH phan céng tai thoi diém.

4. T6 chuyén mon.
4.1. Chuyén mon t6 1.

1 | Ha Thi Thu Huong 01/06/1974 | T6 truong CM
2 | Nguyén Thu Huong 11/09/1987 | T6 pho CM

3 | Bui Thi Ly 28/12/1989

4 | Nguyén Thi Thoa 01/01/1988

5 | Nguyén Thi Thu 18/07/1975

6 | Nguyén Thi Phuong Nghia 19/08/1985

7 | Nguyén Thi Thanh Ha 17/03/1987
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Tran Thi Nea
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9

Nguven Thj Hang Nea
! g \g

16091988
07/1071983

10 Bui Thi Binh 02/10'1983
11 Do Thi Hai 201171992
12 Nguyén Die Toan
4.1. Chuyén mon 16 2-3.
1 | Pham Thi Thu Ha 23/03/1974 | T6 Truomg CM
2 Vi ThiKiéu Loan 1610'1985  To pho CM
3 Nguvén Chau Giang 18091978
4 Poan Thi Nhu Quinh 07/07/1996
5 Vi Thi Qué 25/05/1983
6  Ha Thi Kim Oanh 23/11/1976
7 L& Thi Thu Hién 17/05/1988
&  Duong Thi Duyvén 10°05/1994
9  Nguvén Thi Quynh Trang 28/05/1997
10 | Bui Thi Mg Thay 02091972 |
11 | Vi Thi Thanh Thém | 20/12/1986 |
12 Vuong Minh Thu 28/05/1977 |
13 Nguvén Thi Hué 30/10/1981
14 | Pham Thj Thay . 16/03/1980 |
15 | Luu Thi Hang Nga . 29/06/1979 |
4.1. Chuyén mon 16 4-3.
1 | Nguvén Thi Kim Oanh 20/09/1974 | T6 Truéng CM §
2 | Nguvén Tién Vi | 24/02/1984 | To pho CM |
3 | Tur Thi Huyén | 12/03/1988 | ;
|4 | Do Thj Thiy | 20/08/1984 | ;
|5 | Hoang Thanh Thuy | 30/03/1989 g
6 | Va Thi Xuan Huong | 12/09/1987
7 | Doan Thi Thu Thio | 28/04/1991 |
8 | Pham Thi Minh Tram | 29/09/1988 |
9 | Vuong Thi Huong 01/05/1976
10 | Pao Thi Minh Phuong 18/05/1988
11 | Vi Thi Dung 12/09/1988
12 | Neuyén Thi Ngoc 10/12/1985
| 13 | Lé Thi Thanh 08/01/1982
| 14 | Nguyén Thi Thay 12/04/0987
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\ 15 | Hoang Ngoc Thiy Tam 26/03/1978
| 16 |HaThu Hudng 20/04/1982
* Nhiém vu, quyén han va chirc nang thic hién theo Diéu 1é trirong Tiéu hoc
doi véi t6 trieomg chuyén mon cu thé nhw sau:
- Xay dung ké hoach hoat dong chung cua td theo tuan, thang, hoc ky, nam
hoc, nham thuc hién chuong trinh, ké hoach day hoc va hoat dong giao duc.
- Hudng dan xay dung va quan ly ké hoach ca nhén cia td vién.
- Té chirc boi dudng chuyén mén, nghiép vu cho GV, kiém tra, nhan xét chét
lugng, hiéu qua giang day, gido duc va quan li sir dung sach, thiét bj ctia cac thanh

vién trong t6 theo ké hoach ctia nha truong.

- Tham gia danh gia, xép loai cac thanh vién cua to theo quy dinh Chuan nghé
nghiép glao vién tiéu hoc va chiu trach nhiém truéc Ban gidm hiéu vé két qua hoat
dong cua té minh quan ly.

- Thong qua sinh hoat va hop t6 chuyén mén dé lay phiéu tin nhiém gidi thiéu
chtre danh t6 truorng, t6 pho.

- Pé xuét khen thudng, ky lut ddi véi gido vién.

- Té chirc didu hanh sinh hoat té chuyén mon dinh ki hai tudn mot lan va cac
sinh hoat khac khi c6 nhu céu cong viéc.

* Ngoaz viéc thue hién cdc nhiém vu va quyén han néu trén, 16 trwong phai
thiee hién t6t nhiém vu, quyén han ciia ngudi gido vién va thuc hién mét s6 cong
viéc nhu sau:

- Chu dong tham muu, xay dung soan thao ndi dung cac quy dinh, ké hoach
hoat dong cua td, td vién theo tuan, thang, ky, ndm, nhan xét ké hoach c4 nhan, lich
béo giang va tb chirc trién khai thuc hién cac ké hoach da duge duyét.

- Té chirc cac hoat dong du gid, trao doi kinh nghiém, hdi thao chuyén mén,
chuyén dé, dénh gié sang kién kinh nghiém, cac giai phap nhdm nang cao cht
luong chuyén mon, nghiép vu to vién.

- T chirc kiém tra, danh gia cong tac thi dua vé thuc hién nhiém vu cta gido
vién, nhan vién theo tiéu chi cia nganh, quy dinh, quy ché cua Nha truong.
Chi dong t6 chirc tét phong tréo thi dua ty lam thém do dung day hoc va quan Iy
str dung hiéu qua TBDH trén 16p theo ké hoach da ding ky muon quan ly sir dung

- Quan li s6 ghi ndi dung céc cudc hop t6 chuyén mon, sb ké hoach t6, s6 bao
giang, hiéu 1énh thoi gian cac tiét hoc va thoi khoa biéu céc khoi 16p trong to.

5. Tong phu trach Dji.

Xay dung ké hoach hoat dong doi theo chu dé ké hoach cua Hoi dong doi
tinh, thi xd gén véi thuc tién nha truong, xdy dung dugc Doi nghi thitc mau, Doi
co do, cac cau lac bd, td chirc hoat dong c6 hiéu qua. Két hop GVCN 16p gido duc
dao dirc hoc sinh, t6 chic khen thudng rat kinh nghiém hang tuan, thuc hién dau
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du va o chat lugng cdc phong trao ciia Doi, sinh hoat dudi cd, sinh hoat chu diém
cde ngdy 18 lon. Cap nhat hd so khen thudng cua hoc sinh.

6. Gido vién.

6.1. Trach nhiém cia cdc gido vién. '

- Lén 16p phai ding gid, phai ¢ gido 4n cic mon day trong ngay, day du tict
theo phan phdi chuong trinh va thoi khoa biéu, st dung tdt trang thiét bj trong day
hoc nhim nang dan chat [uong day hoc.

- Kiém tra dénh gia hoc sinh ding Théong tu va thuc hién hoan thanh nhiém
vu gido vién theo diéu 1é truong Tiéu hoc va cac cong tac khac duge phan c()ng.

- Thuc hién tét cac cudc van dong va phong trao thi dua, quy dinh vé dao
duc cua nha gido, hoc tdp lam theo tam guong dao duc Hb Chi Minh, nang cao
trinh do chuyén mon.

- Boi dudng hoc sinh ¢ nang khiéu mon hoc va hoat dong gido duc, theo ké
hoach, chiu trach nhiém chinh vé chat lugng gido duc hoc sinh ma 16p minh phu
trach.

6.2. Phan cong gido vién.

6.2.1. Giao vién chu nhiém.

STT Ho va tén Ngay, tlfz'mg, Nhiém vu
) nam sinh
1 | Nguyén Thi Thoa 01/01/1988 Chu nhiém 1ép 1A1
2 | Nguyén Thi Thu 18/07/1975 Chu nhiém lop 1A2
3 |BuiThilLy 28/12/1989 Chu nhiém lop 1A3
4 | Ha Thi Thu Huong 01/06/1974 Chu nhiém l6p 1A4
5 | Nguyén Thu Huong 11/09/1987 | Chu nhiém 16p 1AS
6 | Nguyén Thi Phuong Nghia 19/08/1985 | Chu nhiém 16p 1A6
7 | Pham Thi Thu Ha 23/03/1974 Chu nhiém 16p 2B1
8 | Lé Thi Thu Hién 17/05/1988 Chu nhiém 6p 2B2
9 | Vi Thi Qué 25/05/1983 Chu nhiém lop 2B3
10 | Nguyén Thi Quynh Trang 28/05/1997 Chu nhiém l16p 2B4
11 | Vi Thi Thanh Thém 23/11/1976 Chu nhiém 16p 2BS
12 | Ha Thi Kim Oanh 20/12/1986 Chu nhiém 16p 2B6
13 | Boan Thi Nhu Quynh 07/07/1996 Chu nhiém lop 3C1
14 | Nguyén Chau Giang 18/09/1978 Chu nhiém lop 3C2
15 | Duong Thi Duyén 10/03/1994 Chu nhiém lop 3C3
16 | Vi Thi Kiéu Loan 16/10/1985 | Cht nhiém 16p 3C4
17 | Bui Thi My Thuy 02/09/1972 Chu nhiém lop 3C5
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I8 | Vuong Minh Thu

e 28/05/1977 Chu nhiém 16p 3C6
19 | Bao Thi Minh Phuong 18/05/1988 Chu nhiém lop 4D1
20 | Vuong Thi Huong 01/05/1976 Chu nhiém l6p 4D2
21 | Nguyén Thi Kim Oanh 20/09/1974 Chu nhiém 16p 4D3
22 | B Thi Thay 20/08/1984 Chu nhiém 16p 4D4
23 | Pham Thi Minh Tram 29/09/1988 Chu nhiém 1op 4D5
24 | Nguyén Thi Thay 12/04/0987 Chu nhiém 16p 4D6
25 | Nguyén Tién Vi 24/02/1984 | Chu nhiém l6p SE1
26 | Tir Thi Huyén 12/03/1988 Chu nhiém 16p SE2
27 | Boan Thi Thu Thao 28/04/1991 Chu nhiém 16p SE3
28 | Hoang Thanh Thuy 30/03/1989 Chu nhiém 16p SE4
29 | Vi Thi Xuan Huong 12/09/1987 Chu nhiém lop SES
30 | Vi Thi Dung 12/09/1988 Chu nhiém l6p SE6

3.2.2. Giao vién bo mon.
STT Ho va tén Ngay, thang, Nhiém vu
nam sinh ) )
1 | Luu Thi Hang Nga 29/06/1979 | Day bd mén TH
2 | Lé Thi Thanh 08/01/1982 | Day bo mén TH
3 | D4 Thi Hai 20/11/1992 | Thai san
4 | Nguyén Thi Thanh Ha 17/03/1987 | Day MT, CN
5 | Tran Thi Nga 16/09/1988 | Day MT, CN
6 | Nguyén Thi Hing Nga 07/10/1983 | Day GDTC
7 | Nguyén Thi Hué 30/10/1981 | Day AN
8 | Hoang Ngoc Thuy Tam 26/03/1978 | Day TA
9 | Pham Thi Thay 16/03/1980 | Day TA
10 |Ha Thu Huong 20/04/1982 | Day TA
11 | Bui Thi Binh 02/10/1983 | Day GDTC
12 Nguyén Thi Ngoc 10/12/1985 | Day Tin, CN, Phong may, bai
13 | Nguyén Durc Toan Day GDTC(HD)

7. Nhan vién.

7.1. Ddng chi Pham Thj Thiy: TT to VP - Hanh chinh kiém Y té.

* Cong tdc To trudng Van phong:
- Theo d&i ché do lam viéc va tié

phong.

- Xay dung ké hoach hoat dong to

’

-

n do cong viéc hoan thanh cua to van

van phong. T4 chirc danh gia td vién tai to

van phong vé viéc thuc hién chire trach nhiém vu duoc giao va hoan thanh tien do

cdng viéc trong nha truong theo timg thang.
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- Ra soat, téng hop vin phong pham khéi van phong theo timg quy, xdy
dung \{fm ban dé nghi giri vé b phén phu tréach. Tiép nhan vin phong pham, cap
phat dén timg b phan.

- Theo doi hop thu gop v cua don vi.

* Cong tac hanh chinh:

- M& céc loai sb va cap nhat theo quy dinh vé cdng tac van thu, nhan ban
cong van dén, phat hanh cong van di theo ding so luong, ding noi nhan va thuc
hién ché do bao mat cong vin gui theo quy dinh cua phap lut.

- Giir con dau cua truong va chiju trach nhiém dong déu 1én cac van ban, gidy
to ¢6 chir ky cua ngudi ¢6 thim quyén & don vi, khong tuy tién giao con dau cho
ngudi khong co trach nhiém (thue hién diing theo quy dinh vé sir dung con dau).

- Truc dja chi gmail cta don vi, QL, cip nhét ho so CB, GV, NV cta don vi.

- Theo ddi va quan ly phan mém CVVC, TEMIS.

- Quan ly cac ndi dung ky cam két cia CBGV, NV va HS.

* Cong tdc Y té:

- Xay dung ké hoach hoat dong y té cho nam hoc, trinh lanh dao phé duyét
va t6 chire thuc hién.

- Phéi hop véi trung tdm y té td chitc kham strc khoe dinh ky, quan ly hd so
suc khoe cua GV va HS, quan Iy ti thudc va dung cu y té. Té chirc cac chuong
trinh y té dua vao truong hoc.

- Tham muu cho lanh dao nha truong chi dao thuc hién céac yéu cau vé vé
sinh truong hoc, vé sinh mai truong, vé sinh ATTP theo qui dinh, thuc hién cong
tac tuyén truyén gido duc strc khde, phong bénh, dich bénh theo lich hoat dong cua
nha trudng va theo ké hoach y té ctia cip c6 thdm quyén.

- Quan ly hé so kiém thuc ba budc. Luwu mau thirc an hang ngay ding thoi
gian quy dinh.

- So két, tong két cong tac y té hoc dudng, bio cédo thong ké y té theo quy
dinh.

* Cong tac ban tru:
- Xay dung ké hoach thuc don hang tuan,
- Theo ddi xudt, nhap thuc pham, do kho, vat tu phuc vu ban tri...theo dung

quy dinh. n " '
- Phu trach cong tac bao thuc pham, giao nhén thuc pham tuoi song hang
ngay.
- Béi chiéu thuc phdm, ngay cong, chim cong, chim thanh phédm chin hang
thang.

- Béo céo sd lugng HS an ban tri va sé lugng thuc phdm hang ngay cho HT.
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7.3. Nhiin vién TV, TBDD kiém Thi qu§, HC: Hoang Thi Hing
* Cong tac Thr vién:

- Xy dung ké hoach hoat dong thu vién, bd tri sép xép phong thu vién, tham
muu dé xudt xay dung thu vién Xuét sac.

- Thuc hién cap nhat day di cac loai hd so cta thu vién theo quy dinh.

- Thyc hién tiét doc séch cho hoc sinh theo ké hoach va thoi khéa biéu theo
chuyén mén nha truong sip xép, gidi thiéu cudn sach hay trong tudn, tham muu dé
xuat thuc hién ngay hoi doc sach hang nam...

* Cong tac TBDD:

- Phu trach phong Thiét bj d6 dung.

- Xay dung ké hoach hoat dong, bé tri sép xép phong TBPD gon gang, ngin
nap dung quy dinh.

- Thuc hién cap nhét day di céc loai hd so cua thiét bj theo quy dinh, theo
ddi tinh hinh muon séach - thiét bj cua gido vién va hoc sinh hang tuan.

- Tiép nhén cac thiét bi duoc cip phat, b sung, trang cap trong nha truong
va thuc hién ban giao dén timg bd phan phu trach. Theo ddi viéc sir dung do ding
day hoc cia CBGV nha trudng, ra soat, tong hop, béo cdo cac thiét bi do dung khi
bi hong khong sur dung duogc vé bo phan CSVC.

- Két hop nhan vién ké toan kiém ké tai san vao cudi nam hoc va cudi nim
hanh chinh (trong thang 12) hang nam.

* Cong tac Thu quy:

- M& cac loai s, cap nhat danh sach céac khoan thu dich vu phuc vu hoc
sinh. Cudi thang tong hop danh sach ban giao td trudong hanh chinh.

- Hang thang chét quy theo quy dinh. Quan ly cét gitr tién mit theo nguyén
tac tai chinh. Thuc hién chi tra HT phé duyét cac khoan dich vu sau khi ké toan tat
toan hang thang cho CBGV, NV dung thoi gian quy dinh.

* Cong tdc hanh chinh:

- Truc dia chi gmail cua don vi, phat hanh cong van di theo ding sé luong,
ding noi nhan va thuc hién ché d6 bao mat cong vin gui theo quy dinh cla phap
ludt khi nhan vién hanh chinh ving mt.

- Theo d&i va quan ly phan mém SMAS, CSDL.

* Truc truong cdc ngay trong tudn tir thir 2 dén thir 6. Thue hién cdc nhiém vu khdc
khi Hiéu truong phdn cong.
8. Nhan vién bio vé - vé sinh:

- Pam bao an ninh, an toan co sO vat chat cta nha truong 24/24, khong dé
khach, hoc sinh ra vao tu do, di lai tu do trong trudng (ddc bi¢t trong gio lam viéc) va
HS, dong va mé clra cac phong hoc, phong lam viéc, phong chirc nang, mo va tat dién

kip thoi tranh lang phi dién nang.
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- Chiu trach nhiém boi thuong vat chat xdy ra do mat cép, lam hu hong.

- Khach vao lam viéc voi Hiéu truong phai thong qua bao vé va phai biét ly do
moi cho vao gap.

- Theo ddi hé thong cay xanh, cdy canh dam bao xanh tét va my quan. Giam sat
cac 16p hoc trong khau truc nhat vé sinh. Quét don cac phong chire ning, khu hiéu bd,
hanh lang h¢i truong, san truong va céc khu vé sinh, dam bao sach sé.

- Thue hién nhitg nhiém vu khac dugc Hiéu trudng giao (néu cd).
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