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KE HOACH

V& viéc phéan cong nhiém vu cho can b, gido vién, nhéan vién
Nam hgc 2024 - 2025
(Kém theo Quyét dinh s6:  /OP-MNAT, ngay 01 thang 8 nam 2024)

Can ctr vao Thong tu 52/2020/BGD DT ngay 31/12/2020 ban hanh Piéu
1€ truong Mam non;

Can cr Thong tu lién tich s6 06/2015/TTLT - BGDDT-BNV ngay
16/3/2015 qui dinh vé danh muc khung vi tri viéc lam va dinh mutc s6 lugng
nguoi lam viéc trong cac co s& mam non cong 1ap;

Cian cu Thong tu sb 48/2011/TT - BGDDT ngay 25/10/2011 cua Bo Giao
duc va Pao tao quy dinh vé ché do l1am viéc dbi véi gido vien mam non;

Can ctr Thong tu s6 08/2016/TT-BGDDT ngay 28/3/2016 cua Bo Giao duc
va Pao tao vé quy dinh ché d6 giam dinh muc gid day cho gido vién, giang vién
lam cong tac cong doan khong chuyén trach trong cac co so giao duc cong lap
thuoc hé thdng giéo duc quédc dan;

Cin ¢t véao tinh hinh thyue té d6i ngii CBQL-GV-NV cua truong mam non
An Tho nam hoc 2024 - 2025;

Xét nang luc va kha nang cong tac cua can b, gido vién, nhan vién.

Hiéu trudng trudng mam non An Tho xay dung ké hoach phan cong nhiém
vu cho can bd, gido vién, nhan vién trong nha truong nam hoc 2024 - 2025 nhu
Sau:

I. BAN GIAM HIEU:

1. Ba Ly Thi Thom -Hiéu truéng; (S6 dién thoai di dpng: 0384600192).

- Quan ly, chi dao va chiu trach nhi¢ém chung toan bo hoat dong cua cac b
phén trong nha truong;

- Kién toan céc to _chuyén moén, t6 van phong, cac hoi df)ng tu van trong

nha truong; bo nhiém t6 truong, t6 pho. Pé xuat cac thanh vién ctua Hoi dong
truong trinh cp c6 thim quyén quyét dinh;

- Phan cong quan 1y, danh gia, xép loai, khen thudng, tién hanh ky luat
doi vai gido vién, nhan vién theo quy dinh;

- Truc tiép phu trach coéng tac: T6 chic can bd; quan 1y tai chinh-tai
san; cong tac phat trién giao duc hang nam; thuc hién xa hoi hoa giao duc; cong
tac kiém tra, kiém dinh chat luong; trudong chuan Quoc gia;
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- Dy cac 16p boi dudng chinh tri, chuyén moén, nghiép vu quan ly; tham
gia cac hoat dong giao duc 2 gio/tuan; Tham gia sinh hoat cac to.

- Chu tai khoan ctia nha truong;
2. B4 Pham Thi Théo - Pho HT (S6 dién thoai di dgng: 0936458338).

- Phu trach va chiu trach nhiém cac mat cong tac: Quan ly cong tac
chuyn mén va chiu trach nhiém vé chét lugng gido duc; kiém dinh; chuan
NNGVMN; Ba cong khai theo Thong tu 36/2017/TT-BGD&DT; day thém hoc
thém; phin mém CSDL; CNTT; Chju trach nhiém vé ndi dung viéc dua tin bai
Ién trang Website cua nha truong;

- Tham muu cho Hiéu truong vé xay dung ké hoach nhiém vu va trién
khai thuc hién cac hoat dong cong tac chuyén mon cua truong, t6 khoi, hoi thao,
cac chuyén de€, ngay hoi, ngay I¢, ... clia nha truong;

- Kiém tra ho so, du gio tu van; cung phédi hop vai phé hiéu truong CSND
xay dung ké hoach va t6 chirc béi dudng chuyén mon cho gidao vién, phoi hop
trong cong tac kiém tra ndi bo truong hoc;

- Thay Hiéu truéng giai quyét nhiing cong viéc chung cua trudong khi hiéu
truong uy quyén va thyc hién nhitng cong viéc khéc khi hi€u trudng giao nhiém
vu; chiu trach nhiém trudce hiéu trudng vé nhiém vu dugc phan cong;

- Tham muu cho bi thu vé cong tiac Pang; trién khai thuc hién QCDC
trong nha truong;

- Dy céc 16p boi dudng chinh tri, chuyén mén, nghiép vu quan 1y; tham
gia cac hoat dong gido duc 4 gid/tudn; Tham gia sinh hoat chuyén mon cac to.

3. Ba Pham Thi Huyén - Pho HT (S6 dién thoai di dpng: 0975871252).

- Phu trach va chiu trach nhiém cac mét cong tac: Quan ly cong tac cham
s6¢ ban tri; phan mém phd cap; theo ddi co so vat chat; Chiu trach nhiém vé noi
dung viéc dua tin bai 1én trang Website cua nha truong;

- Tham muu cho Hi¢u trudng vé xay dung ké hoach nhiém vu va trién
khai thuc hién cac hoat dong cong tac chuyén mon cuia trudng, t6 khoi, hoi thao,
cac chuyén dé, ngay hoi, ngay 1¢, ... cua nha truong;

- Kiém tra ho so, du gid tu van; cung phdi hop voi pho hiéu truong day
xay dung ké hoach va t6 chtc boi dudng chuyén moén cho gido vién, phoi hop
trong cong tac kiém tra ndi bo truong hoc;

- Thay Hiéu truéng giai quyét nhimg coéng viéc chung cua truong khi hiéu
truong uy quyén va thyc hi¢n nhitng cong viéc khéc khi hi€u trudng giao nhiém
vu; chiu trdch nhiém trude hiéu truong vé nhiém vu dugc phan cong;

- Dy céc 16p bdi dudng chinh tri, chuyén mén, nghiép vu quan ly; tham
gia cac hoat dong giao duc 4 gio/tuan;

- Tham gia sinh hoat chuyén mon cac to
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4. Chi tich cong doan: Hoang Thi Thom

Chi dao hoan thanh cong tac Cong doan theo quy dinh, tham gia tich cyc
hoat dong chuyén moén, dong vién don doc cong doan vién hoat dong chuyén
mon tich cyc nham phat huy cong tac thi dua trong Cong doan. Hoat dong ding
theo trach nhiém va diéu I¢ Cong doan... Quan 1y, chi dao cong tac CDCS
truong. Tham muu vé1 Chi uy Chi b vé trién khai thuc hién cong tac CDCS.

5. Bi thw Poan: Nguyén Thi Thanh Lan

Chi dao hoan thanh cong tac Doan, tham gia xay dung va hoan thanh cac
cong tac duoc giao, thuc hi¢n tot cong tac thi dua trong Poan xoay quanh linh
vuc hoat dong chuyén mon, sinh hoat ding theo dicu 1€ doan, gido dyc tu twong
doan vién, quy hoach doan vién gidi thigu chi bo keét nap dang; to chic cho doan
vién cham s6c¢ nghia trang liét si dia phuong theo ké hoach dang ky. Phu trach
Hoi truong.

II. TO TRUONG CAC TO CM:

1. Ba Nguyén Thi Bich Van - T6 truong t6 MG 5T - phu trach VHVN-VS

2. Ba Bui Thi Lién Huong - To truong to MG 4T - phu trach VHVN-VS

3. Ba Ho Thi Lién - T6 truong to6 NT - phu trach VHVN-VS

4. Ba Nguyén Thi Thanh Lan - T6 truéng t6 3T - phu trach VHVN-VS

5. Ba Hoang Thi Thom - Pho t6 truong MG 3T - phu trach VS

6. Ba Lé Thi Ngan - To truong to nudi dudng - phuy trach chung -VS

7. Ba Pham Thi Ngoc TU - Phd TT T6 nudi dudng - phu trach CSVC
* Nhiém vu:

- Xay dung ké‘hoach hoat dong cua td; t6 chtrc sinh hoat t6 chuy&n mén
theo quy dinh cua biéu 1€ truong mam non.;

- Thuc hién boi dudng chuyén mon, kiém tra danh gia chat luong hi¢u
qua cong tac cham s6c nuodi dudng gido duc tré;

- Tham gia dénh gia, xép loai gido vién theo Chuan nghé nghiép GVMN;
dé xuat, khen thuong, ky luat gido vién; tham gia du gio to;

- Phoi hop chuyén mén truong xay dung ké hoach nam, thang; chi s6 theo
ddi su phat trién cua tré theo tirng do tuoi,

- Chi dao va quan trigt thyc hién tot cong tac chuyén mon duoc giao; phét
huy tich cyc cong téc thi dua trong t0, ca nhan hoat dong ding trach nhiém va
cong tac chuyén mon cua to, theo d6i, don doc to Vién thu:q hién nhi@m vu giao
vién theo Dicu 1€ trwong va chuan nghé nghiép GVMN; To chac kiem tra viéc
thuc hién chuong trinh cua t6 va gilip chuyén mén hoan thanh nhiém vu nam
hoc; chiu trach nhiém chuyén mon cua to trudc Phd hiéu truong.
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8. BUi Thi Thu Hing - Ké toan kiém cong tac vin thw - Té truwéng to
van phong.

- Xay dung ké hoach hoat dong cutia td; t6 chirc sinh hoat t6 theo quy dinh.
- Thyc hién cdng tac ké toan, kiém cong tac van thu nha truong:

+ Thuc hién ding chirc nang nhiém vu cua nghiép vu ké toan; quan ly hd
so tai chinh theo quy dinh;

+ Tham muu cho Hiéu truéng t6 chic va quan 1y cong tac tai chinh, tai
san va tat ca cac nguon kinh phi ctia nha truong va thuc hién tai chinh dung theo
quy dinh;

+ Tham muu cong tac xay dung, stra chira, mua sdm tai san, trang thiét bi,
do dung, van phong pham, cac loai hgp dong va cac di€u kién khac phuc vu cho
nha truong;

+ Ihuc hién ding ché d6 chinh sach nha gido, thanh quyét toan kip thoi,
ding ché do hién hanh,;

+ T chirc cong tac luu trir hd so, cong van di, &én; phuy trach viéc dua gui
cong van,

+ Thuc hién nhiing cong viéc khac khi Hi¢u truéng, PHT phén cong;

- Phuy trach viéc dua tin bai 1é€n trang Website cua nha truong.

I11. GIAO VIEN:

- Thyc hién dung cac van ban quy dinh cua cac cap vé nhiém vy, churc
nang cua giao vién; thue hién ding Piéu 1é truong mam non; Cac quy dinh vé
chuan NNGVMN; Quy dinh dao dtc nha gido; tham gia cong tac phd cip gido
duc & dia phuong...va thuc hi¢n nghia vu cong dan, cdc quy dinh, phong trao
ctia nganh, cac cip, ciia nha truong;

- Tuyén truyén pho bién kién thtrc khoa hoc nuéi day tré em cho cha me
tré. Chu dong phoi hgp véi gia dinh tré dé thuc hién muc ti€u gido duc tré em.

- Reén luyén strc khoe; Hoc tap van hoa; B6i dudng chuyén mon nghi¢p vu
de€ nang cao chat lugng nudi dudng, cham soc, gido duc tré em;

- Thuc hién nhitng cong viéc khac khi Hi¢u truong, PHT phan cong;
IV. NHAN VIEN:
1. Nhan vién bao vé - Lao cong

Chiu trach nhi¢m bdo v¢, giltr gin va bao quan toan bd tai san cua nha
truong; theo doi va sua chita nho CSVC, trang thiét bi trong nha truong.

- V¢ sinh truong hoc, trong va chdm soc cdy canh trong vuon truong.

- Cung voi bd phan van phong phu trach viée chuén bi phong hop cho cac
cudc hop, cac hoi nghi, may moc thiét bi ...;

- Thyc hién nhitng cong viéc khac khi hi¢u truong phan cong;
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- Pam bao an ninh, an toan co s& VAt chat caa nha trudng 24/24, khong dé
khéch, hoc sinh ra vao tu do, di lai tu do trong truong (dac biét trong gio lam viéc).
Bao vé xe cua CB, GV, NV va HS. Chiu trach nhiém boi thuong thiét hai xay ra do
mat cap, lam hu hong;

- Khéch vao 1am viéc véi Hiéu truong phai thdng qua bao vé va phai biét ly
do mai cho vao gap;

- Cham soc hé théng cay xanh, cay canh dam bao xanh tét va my quan. Giam
sat cac lop hoc trong khau truc nhat vé sinh;

- Thuc hién nhitng nhiém vu khac duoc giao (néu co).
2. Nhén vién cap duéng:

- Thuc hién dung cac van ban quy dinh ctua cac cap vé cong tac nudi
dudng, ché bién ¢ truong ban tra; thyc hién nghiém tuc nhiém vy, chic nang
cua nhan vién cap dudng; thuc hién dung Dicu I¢ trrong mam non;

- Thyc hién diing Noi qui bép an; Ché bién thirc an theo dung thuc don,
dam bao v¢ sinh ATTP,chui trdch nhiém truéc Hi¢u trudng vé toan bo khau
nhdp thyc pham hang ngay,quy trinh ché bién,luu mau thic an,bdo hd lao dong

..; Quan Iy tai san cta nha bép;

- Thuc hién nghiém tic cac ndi quy, quy dinh cta nha truong va cam két
voi1 hiéu truong khi hgp dong lam viéc;

- Thuc hién nhitng cong viéc khac khi Hi€u treong, PHT phan cong;

Trén day 1a ké hoach phan coéng nhiém vu cua CB-GV-NV trong nha
truong (C6 danh sach phan cong kém theo); Dé nghi CB-GV-NV thuc hién tot
nhiém vu dugc phén cong trong ndm hoc 2024 - 2025 va thuong xuyén bao cao
cho Hiéu truong khi co6 vuong mac. Trong qua trinh thyc hién, néu co gi thay
d6i nha trudong sé& thong bao diéu chinh, bo sung.

Noi nhin: HIEU TRUONG
- Phong GD&DT (blc); 28
- CB-GV-NV (T/); /Q//n o\

- Luu VP. (( (1
ol
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