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

TRUONG TIi HONG THAI BONG Poc 1ap - Tv do - Hanh phc
S6: 189/QD-THHTD Ho6ng Thai Bong, ngay 04 thang 09 nam 2024
QUYET BINH

Vé viéc Biéu chinh phan céng nhiém vu Can bd quan ly
nam hoc 2024-2025

HIEU TRUONG TRUONG TIEU HOC HONG THAI BbONG

Cén ct Thong tv 35/2006/TTLT-BGDDT-BNV ngay 23 thang 08 ndm 2006
cla BGD va BT-BNV hudng dan dinh mac bién ché vién chirc & cac co so giao
duc pho théng cong lap;

Can clr Thong tuw 15/2017/TT-BGDBT ngay 9 thang 6 nam 2017 cua
BGDDT vé viéc slra doi, b0 sung mot sd diéu quy dinh ché do lam viéc dbi voi
gido vién phd thong ban hanh kém theo TT 28/2009/TT-BGDDT ngay 21 thang 10
nam 2009 cia BGD&DT;

Can ct¢ Théng twv 16/2017/TT-BGDBT ngay 12 thang 07 nam 2017 huéng
dan danh muc khung vi tri viéc lam va dinh mec s6 lwong ngudi lam viéc trong céc
co so giao duc phd théng cong lap;

Can ct Luat giao duc s6 43/2019/QH14 ngay 14 thang 6 nam 2019 cua
Qudc hdi nuéc Cong hoa xa hoi chl nghia Viét Nam;

Can ctr Thong tw 28/2020/TT-BGDDT ngay 04 thadng 9 nam 2020 cua
BGDDT vé viéc Ban hanh diéu Ié trvong Tiéu hoc;

Can clr Quyét dinh s6 166/QB-THHTD ngay 20 thang 8 nam 2024 cua
Treong Tiéu hoc Hong Thai Bong vé viéc phan cong nhiém vu cho CBGV, NV
nha truéng nam hoc 2024-2025;

Can cl Quyét dinh s6 2560/QDB-UBND ngay 28 thadng 8 nam 2024 cla
UBND thi xa Bong Triéu vé viéc diéu dong vién chirc, lanh dao, quan ly nam
2024;

Can clr vao trinh d6é dao tao va nang luc chuyén mon cua can bd giao vién,
nhan vién nha treong;

Xét dé nghi cla bd phan chuyén mén truong Tiéu hoc Hong Thai Bong,

QUYET BINH

biéu 1: biéu chinh phan céng nhiém vu cho can bd quan ly nha trudng nam

hoc 2024-2025 (C6 danh sach phan céng kem theo).
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Diéu 2 Cac can bd giao vicn, nhan vién dwgc hudng moi quyén loi
dinh cla diéu lé trwong Tiéu hoc va cé nghfa vu hoan thanh t6t nhiém wu
giao. .
biéu 3: Cac o6ng (ba) co6 tén & diéu 1 can cli quyét dinh thi hanh

Quyét dinh c6 hiéu luc ké tir ngay ky.
Noinhan: HIEU TRUONG

- Nhu diéu 3;
- Lwu: CM.
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. ..#JM O «'% DANIISACH
DBieu chinll pUit cbjjgjnhiém vu CBQL nam hoc 2024-2025

(Kém theo QUYeMifroES9/QD~THHTD ngay 04 thang 09 ndm 2024
Neu&tiiéu tredng trwong THHTD)

1. Hiéu trvong: DUONG TH| THUY HANG

- Chu tich HDTDKT, Chu tich HD tw danh gia, Truedng ban kiém tra ndi bd
treong hoc.

- T6 chirc quan ly cac hoat dong clia nha trwong.

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

- Cong tac BOI dudng doi ngd.

- Cong tac Quan ly cbng tac tai chinh.

- Co6ng tac kiém dinh, trvong chuan Quoc gia: phu trach Tiéu chuan 1.

- Kiém tra danh gia viéc thic hién nhiém vu cia CBGV, nhan vién.

- Quan ly hanh chinh tai san, st dung c6 hiéu qua cac nguodn tai chinh cla
nha truong.

- Gidi quyét khiéu nai, t0 céo, ti€p dan.

- COng tac tham muu, phoi hop voi cdp cé tham quyén va cac luc lvgng tham
gia gido duc dé ho tro tang cwong cac hoat dong clia nha truong.

- S&p xép thoi khoa biéu, phan céng nhiém vu cac thanh vién trong nha
treong. Sinh hoat chuyén mon tai t6 4,5 day 02 tiéwtuan, duyét KHBG TTt64. -0 /7|

- Xay dwng cac ké hoach cu thé nhu sau: Chién luvgc phat trién nha truong!| Téu
giai doan 2023-2025, KH phéat trién nha truong, KH gido duc nha truong, KJ91%a,(@h
nhiém vu ndm hoc, KH KTNB, KH tv danh gia, KH bdi duéng doi ngt, KH tai 'oar-*
chinh, KH cong khai, KH TBKT, KH hoat dong HO6i dong tv van, HOi dbng
treong, KT gidm sat, danh gia xép loai vc, Chuan nghé nghiép GVTH va mot so
KH khéc trong tlrng thoi diém.

- Lich tryc trvong: Tai diém truong Yén Dudng vao sang tht 2, tai diém
truong Tan Yén chiéu th 2, Tan Lap vao chiéu th¢ 4. Cac ngay con lai lam viéc
tai diém trwong chinh.

- Céc cong viéc dot xuat, thong nhat BGH phan cong tai thoi diém.
2. Pho6 Hiéu truéng: MAI KHOA CHUNG

Phu trach va chi dao thuc hién, chiu trach nhiém truéc két qua thwc hién
nhiém vu mot s6 Iinh virc cla nha truong do Hiéu trudng phan céng, gom:

- Tham muu cho Hiéu trudng cac ndi dung dugc phan cong.

- Phu trach chuyén mon to 1, t0 4,5.

- COng tac ki€m tra noi bo.

- Theo ddi gi® day giao vién, chdm cdng hang ngay.

- Theo ddi va quan ly phan mém SMAS, CSDL.
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- Phu trach céc doi tuyén Tiéng Anh, Viét chit dep, Tin hoc, STTTts"b
Olimpic cac mén hoc, céac cubc thi, giao lvu cua GV, hoc sinh.

- Phu traéch CNTT, chuyén do6i s6 (Kiém tra tin bai, gido an truc tuyén Gv
cac cudc thi cta hoc sinh, GV trén mang...).

- Phu trach ndi dung tin bai vé Iinh vyc phu trach.

- Duyét KTIBG truc tuyén khéi 1,5. Duyét lich bao giang khdi 1, khéi 4,5.

- TO chirc quan ly ho so thi, kiém tra hoc sinh.

- Theo do6i co s& vat chat, thiét bi gido duc, thw vién.

- Cong tac kiém dinh, trvong chuan Quéc gia: Phu trach tiéu chuan 3,5.

- Xay dung cac ké hoach thudc Iinh vuc phu trach cu thé nhu sau: KH day
hoc 2b/ngay, KH day hoc GDLSBP, KH thyc hién giang day tich hgp c&c mon
hoc, KH CNTT chuyén ddi s6, KH day hoc tiéng Anh, KH day hoc tin hoc, KH boi
dudng HS ndng khiéu va HS can ho tro, KH t6 chirc chuyén dé, KH hoat dong
phong hoc CN(HDTN), KH Stem, KH céac cudc thi, cac ki kiém tra. Ngoai ra xay
dung cac ké hoach thuc hién cu thé theo tlrng thang, ki thudc Iinh vec dwoc phan
cong phu trach va mot s6 ké hoach khac trong tirng thoi diém.

- Sinh hoat chuyén mon tai t6 1day 04 tiét/tuan.

- Truc treong: tai diém chinh ngay tht 3,5, chiéu thv 2, thit 4, sdng th( 6.
Céac ngay con lai lam viéc tai diém truong chinh.

- Quan hé phdi hgp véi cac co quan thudc Iinh vuc phu trach.

- Thay mat Hiéu trwdng gidi quyét cac cong viéc chung cla nha truong khi
Hiéu trvdng di vang (Qy quyén), thuc hién cac nhiém vu khac do Hiéu truong phan
codng va uy quyeén.

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

3. Ph6 Hiéu trudong: HOANG VAN DUONG

Phu trach va chi dao thuc hién, chiu trach nhiém trwéc két qud thuc hién
nhiém vu mot sé Iinh vwc cla nha trwong do Hiéu truédng phan céng, gom:

- Tham muu cho Hiéu truédng cac ndi dung dugc phan cong.

- Phu trach chuyén mon t6 2,3 va to van phong.

- Cong tac kiém tra noi bo.

- Theo ddi gi¢ day gido vién.

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

- Phu trach céng tic HDNGLL, HDTN, cac hoat débng VHVN, TDTT, ATGT,
PCTNTC.

- Phu trach Coéng tac Béan tra, ATTP.

- Phu trach cong tac LBVS va Y té truong hoc, phong chdng dich bénh.

- Phu trach cac cudc van dong va phong trao thi dua clla GV va HS. Trién
khai cac ndi dung ky cam két cila GV, HS.
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- Phu trach doi tuyén Toan TV, Tiéng Anh trén mang, TDTT, VHVN, MT
thuat, cac cuoc thi, giao lvu ctia GV, hoc sinh va CLB cac mon hoc.

- Phu trach hoat dong GD ky nang sdng. Giao duc hoa nhap hoc sinh khuyét
tat va hoc sinh c¢6 hoan canh kh6 khan, HS dan toc.

- Phu trach ndi dung tin bai vé Iinh vuc phu trach, duyét KHBG TT, lich béo
giang t0 2,3.

- CoOng tac kiém dinh, treong chuan Quoc gia: Phu trach tiéu chuén 2,4.

- Cong tac khen thuwong cubi ndm cua hoc sinh.

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

- Xay dung cac ké hoach thudc Iinh vuc phu trach cu thé nhu sau: KH
HDNGLL, KH GDTC va TDTT, KH kiém tra thé lvc HS, KH thuyc hién gido duc
KNS - GD hoa nhap, HS dan toc, KH t0 chirc sau gio hoc, KH sinh hoat du¢i co,
KH HDTN, KH PCGD, KH Y té truong hoc, KH Ban tri, KH vé sinh ATTP, KH
phong chéng tai nan thuong tich, KH thyc hién ATGT, KH lao déng, KH hoat
dong cac CLB, KH hoat dong binh dang gi¢i trong nha tredng, KH phdi hop cac
doan thé trong va ngoai nha truong. Ngoai ra xay dung ké hoach hoat déng cu thé
theo tirng thang va cac dot thi dua thuéc Iinh vec duwge phan céng phu trach va mot
s0 ké hoach khéac trong tlrng thoi diém.

- Sinh hoat chuyén mon tai t0 2,3 day binh quéan 04 tiét/tuan.

- Tryc trwong: tai diém chinh ngay tht 4, 6. Tai diém truong Tan Yén vao
chiéu thi 3, tai diém trwdng Tan Lap vao chiéu thr 5. Cac ngay con lai lam viéc tai
diém truong chinh.

- Quan hé phdi hgp voi cac co quan thudc Iinh vuc phu trach.

- Thay mat Hiéu trwong gidi quyét cac cong viéc chung cla nha trudng khi
Hiéu trwong di vang (Qy quyén), thuc hién cac nhiém vu khac do Hiéu trwdng phan
cong va 0y quyén.

- Céc cong viéc dot xuat, théng nhat BGH phan cong tai thoi diém./.
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