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1 |Truong Thi Phuong Thao

06/11/1977

13/12/1996

THSP | bHTH

TC B B | bH

HT

Quan ly, chi dao cac hoat
dong cua nha truong,
TNXH 3A1

2 | Bui Thi Qué

29/8/1971

02.7.2002

THSP | DHTH

TC B B CC

PHT

Giup viéc cho Hiéu
truong, diéu hanh va chiu
trach nhiém véi cong viéc
theo Quyét dinh phan
cong nhi€ém vu cua Higu
truong, day TNXH 1Al,
1A2

3 | Poan Viét Ha

29/1/1978

05.12.2004

DPHTH

TC B C CC

PHT

Giup viéc cho Hiéu
truong, diéu hanh va chiu
trach nhi€ém véi cong viéc
theo Quyét dinh phan
cong nhiém vu cua Higu
truong, day TNXH 2Al,
2A3, KT 5A2, 4A1

4 | Hoang Thi Thuy Oanh

10.12.1978

17.01.2008

THSP | bHTH

TC B B

TTCM,
PTCD

(4)

Cht nhiém 16p 1A1

day TV, Toan, bao duc,
GDTT, HDTN, Tham gia
truc ban, PC TDP 4, Kiém
dinh, TCQG.

27

5 | DBoan Thi Viét Huong

28.11.1981

24.6.2015

CbSP | BHTH

TC B B

TKHD,

Chi nhiém 16p 1A2

25




TPCM,
@

day TV, Toan, bao duc,
GDTT, HDTN, Tham gia
tryc ban, PC TDP 9, Kiém
dinh, TCQG.

Pham Thanh Dung

06.8.1991

01.9/2020

CDbTH

DHTH

UDCN
TTCB

Chti nhiém 16p 1A3

day TV, Toan, Pao duc,
GDTT, HDTN, TNXH,,
Tham gia tryc ban, PC
TDP 4, Kiém dinh,
TCQG.

26

Vii Thi Ngoc Yén

17.02.1976

26.9.2017

THSP

DHTH

Chu nhiém 16p 2A1

day TV, Toan, DD,
TNXH, GDTT, HDTN
tham gia truc ban, phd cap
TDP 7, tham gia cbng tac
truc ban, Kiém dinh,
TCQG.

25

Vi Quynh Anh (B)

01.6.1989

03.02.2018

THSP

DHTH

Chu nhiém 16p 2A2

day TV, Toan, DD,
GDTT, HDTN tham gia
truc ban, phé cap TDP 9,
tham gia cong tac truc
ban, Kiém dinh, TCQG.

25

Nguyén Ngoc Lan

09.10.1977

25.12.203

THSP

DHTH

TC

CcC

TPCM,
@)

Cht nhiém 16p 2A3

day TV, Toan, DD,
GDTT, HDTN tham gia
truc ban, phé cap TDP 7,
tham gia cong tac truc
ban, Kiém dinh, TCQG.

25

10

Pham Minh Cham

31.8.1998

CbTH

DHTH

UDCN
TTCB

Chu nhiém 16p 2A4

day TV, Toan, DD,
TNXH, GDTT, HDTN
tham gia tryc ban, phd cép
TDP 5, tham gia cbng tac
Kiém dinh, TCQG

25

11

Pham Thi Sang

13.3.1976

25.5.2005

THSP

DbHTH

TC

cC

TTCM,
®)

Chu nhiém 16p 3A1
day TV, Toan, BD, CN,
GDTT, tham gia truc ban,

24




phd cap TDP 6, tham gia
cong tac Kiém dinh,
TCQG.

12

Nguyén Thi Thu Hién

11.02.1996

13.11.2020

DHTH

UDCN
TTCB

Cht nhiém 16p 3A2

day TV, Toén, DD,
TNXH, CN GDTT, tham
gia tryc ban, phd cap TDP
9, tham gia cong tac Kiém
dinh, TCQG.

23

13

Pham Bich Ngoc

25/8/1999

DHTH

UDCN
TTCB

Chu nhiém 16p 3A3

day TV, Toan, DD,
TNXH, CN, GDTT, tham
gia tryc ban, phd cap TDP
6, tham gia cong tac Kiém
dinh, TCQG.

23

14

Pham Thi Thanh Huyén

15.8.1977

17.01.2008

THSP

DHTH

Chu nhiém 16p 3A4

day TV, Toan, DD,
TNXH, CN, GDTT, tham
gia tryc ban, phd cap TDP
7, tham gia cong tac Kiém
dinh, TCQG.

23

15

Hoang Thuy Linh

02.10.1990

16.9.2016

DHTH

TPCM,
BTDNT

M

Chu nhiém lop 4A1, day
TV, Toan, Khoa hoc,
Lich st va biali, GDTT,
tham gia tryc ban, tham
gia PC to 6, cong tac
Kiém dinh, TCQG.

23

16

Vil Thi Thu Thao

22.11.1990

27.3.2019

DPHTH

Chu nhiém 16p 4*2, day
TV, Toan, Khoa hoc,
Lich st va bia li, KT,
GDTT, tham gia truc ban,
tham gia PC t6 2, cOng tac
Kiém dinh, TCQG.

23

17

Lé Thi Thu Thuy

26.7.1991

THSP

DPHTH

Chu nhiém 16p 4°3, day
TV, Toan, Khoa hoc,
Lich st va bia li, KT,
GDTT, tham gia tryc ban,
tham gia PC t6 9, cong tc

23




Kiém dinh, TCQG.

18

Pham Thi Huyén

25.9.1978

CDbTH

DHTH

Chu nhiém 16p 4%4, day
TV, Toan, Khoa hoc,
Lich st va bia li, KT,
GDTT, tham gia tryc ban,
tham gia PC t0 4, cbng tac
Kiém dinh, TCQG.

23

19

Ha Thi Lam

28.9.1973

02.8.2012

TCTH

DHTH

Cha nhiém 16p 4%5, day
TV, Toan, Khoa hoc,
Lich st va bia li, KT,
GDTT, tham gia tryc ban,
tham gia PC t6 5, cng tac
Kiém dinh, TCQG.

23

20

Pham Kim Thuy

11.3.1969

06.01.2007

THSP

DHTH

B
TTND

@

Chu nhiém 16p 5°1
day TV, Toan, bao duc,
KH, LSPL, KT, GDTT,
tham gia truc ban, phd cap
TDP 5, tham gia céng tacx
Kiém dinh, TCQG.

25

21

D6 Thi Kim Oanh

10.9.1978

17.01.2008

DHTH

TC

CcC

TTCM,
®)

Chu nhiém 16p 52

day TV, Toan, Pao duc,
KH, LSPL, GDTT, tham
gia truc ban, phd cip TDP
5, tham gia cong tac Kiém
dinh, TCQG.

24

22

Nguyén Thi Thanh Thuy

26.01.1996

31.1.2019

DPHTH

UDCN
TTCB

Chu nhiém 16p 53
day TV, Toan, bao duc,
KH, LSPL, KT, GDTT,
tham gia tryc ban, phd cap
TDP 5, tham gia cng tacx
Kiém dinh, TCQG.

23

23

Nguyén Thi Lan Phuong

26.10.1981

23.02.2009

CDbSP

bHTH

TC

CcC

Cha nhiém 16p 54, day
TV, Toan, Khoa hoc,
Lich st va bia li, KT,
GDTT, tham gia tryc ban,
tham gia PC t0 8, cong tac
Kiém dinh, TCQG.

23

24

Trinh Thi Huong

01.12.1989

CDTH

DHTH

UDCN
TTCB

Chu nhiém I6p 5%5

23




day TV, Toan, bao duc,
KH, LSBL, KT, GDTT,
tham gia tryc ban, phd cap
TDP 7, tham gia cOng tacx
Kiém dinh, TCQG.

25

Vii Dac Phuc

27.7.1968

TCSP

PT
phong
An (2)

Day AN, quéan li phong
am nhac phu trach
HDTT, tham gia truc ban,
tham gia cong tic Kiém
dinh, TCQG.

23

26

Nguyén Thi Hong

17.11.1980

03.8.2012

CbMT

DHTH

PT
phong
MT (2)

Day MT khdi 1 - 5, Btr
MT K1,2,3 (20), TC K1
(3), quan li phong MT (3),
tham gia truc ban, pho cap
TDP 9, tham gia cbng tac
Kiém dinh, TCQG.

23

27

Ha Thi Toan

26.01.1971

26.7.2013

bH
TDTT

Day thé duc K2, 3, 5
(21), phu trach GD thé
chét, tham gia tryc ban,
tham gia cong tic Kiém
dinh, TCQG.

24

28

No6ng Thi Kim Nhung

04.8.1984

DHNN

CcC

Day ngoai ngtr
K2,3,4,5, tham gia truc
ban, phd cép TDP 9, tham
gia cong tac Kiém dinh,
TCQG.

31

29

Nguyén Thi Phuong
Hong

12/8/1987

DHSP
NN

UDCN
TTCB

PT
phong
TA (2)

Day ngoai ngtr
K1,3,4,5, Phu trach
phong Tiéng Anh, tham
gia tryc ban, ph6 cip TDP
9, tham gia cong tic Kiém
dinh, TCQG.

31

30

Nguyén Thi Nhung

06.10.1980

07.12.2017

Cb Tin

bH
GDTH

Cb

PT
phong
Tin (2)

Day Tin hoc, phu trach
phong Tin, tham gia tryc
ban, phé cap TDP 8, tham
gia cong tac Kiém dinh,
TCQG.

26




CDSP Phu trach cong tic Doi
0 Quy 23.12.1995 Vin- | DHTH upen .
31 | Vi Quynh Anh (A) Sf; TTeB (dén T1/2023)
A Thi DHSP UDCN 7pT | Nghi thai san dén thang
32 | Lé Thi Huong Lan 21.01.1995 ngif van TTeB 01/2023
Nhan vién TV, tham gia
. | truc ban, phd cap, phu
33 | Nguyén Thi Ta Anh 15.11.1973 | 15.12.2001 |[GCNCD TC | B Thu vién | yrach cong tac GDPL,
tham gia PC To 6, cong
tac Kiém dinh, TCQG..
Nhén vién TB, tham gia
X . , Cb 4tbi | truc ban, phd cép, tham
01.12.1978 : A Thiét bi K > P ap,
34 | Nguyen Thi Thanh Thuy Tir xa gia PC To 6, cong tic
Kiém dinh, TCQG.
Nhéan vién VT, tham gia
TC BH phd cap, phu trach cong
35 | Hia Thi Thu Lé 23.11.1980 | 31.01.2014 | vy OLNN B TTTVP | tac phap ché, tham gia
cong tac Kiém dinh,
TCQG..
Nhan vién ké toan, phu
S Ké toan | trach, tham muu céac
36 | Lé Thi Bich Ngoc 28/8/1989 DHKT B Khon thu - chi, phy trich
bép an cung PHT.
37 | vii Thi Phuong 23.7.1957 Lao cong
38 | Nguyén Thi Sau 20.10.1972 Lao cong
39 | Pham Vin Suét 17.02.1960 Bao vé
40 | Pham Vin Khu 01.01.1962 Bao vé
41 | Poan Thi Huong (A) 01.01.1972 sC Co nuoi
42 | Poan Thi Huong (B) 21/1/1984 sc Co nuoi
43 Nguyén Thanh Xuan 03.02.1983 sC Co nuo




44 | Ngb Thi Thach Difm X | 17.11.1976 sC C6 nudi
45 | Vi Thi Thim X | 0381077 sc C6 nudi
46 | Ha Thi Hué X | 018.1983 sc C6 nudi
47 | Pham Thi Thay X | 0481971 sc C6 nudi

A. Tong hop: 48 CB-GV - NV

- Bién ché: 34 (BGH : 03, GV: 29, NV: 02)

- Hop dong huyén: 02 (Thiét bi: 01, ké toan: 01)

- Hop dong truomg: 11 (Bao vé : 02, LC : 02, cd nudi: 7)
- Pang vién: 24 (CBQL.: 03, GV: 19, NV: 02)

- Trinh d9 chinh tri : Trung cép: 09

- Trinh d¢0 QLGD : DH: 02, Chung chi: 08

- Trinh do QLNN : bai hoc: 01, Chtng chi: 07

- Trinh d¢ chuyén mén :

+ Pai hoc : 33 (QL:3; GV:28,NV:02)
+ Cao dang : 02 (NV thiét bi: 1; GV VH: 01)

+ Trung cap : 02 (NV: 1, GV: 1)

+ Trinh d6 khac : 11 (Bao vé: 02, Lao cbng: 02, ¢ nudi 7)

- Trinh d9 Tiéng Anh :
+Trinh d0 A : 3

+ Trinh d0 A2 : 1

+ Trinh d0 B : 41




+ Trinh @6 C : 01
- Trinh d9 Tiéng Trung : 02
- Trinh d¢ Tin hgc :
+ Trinh d B : 24
+ Trinh do A : 01
+ UDCNTTCB: 11
+ Tin hoc VP: 01
+ Cao dang: 01
B. Phan cong nhiém vu cu thé:
|. Phan cong nhiém vu cho CBQL,TPT , Nhéan vién :
1. Hiéu trwéng : Trwong Thi Phwong Thao
- Quan ly chi dao moi hoat dong toan dién ctia nha truong
- COng tac nhan su, co cdu td chirc nha trudng
- Cong tac tu tuong chinh tri - Bao vé chinh tri ndi b
- Cong tac Tai chinh - Ké toan
- Cong tac Pang - Cong tac phat trién dang vién
- Hoat dong Quy ché dan chil nha trudong
- COng tac chién luoc phat trién nha truong
- Cong tac dao tao, boi dudng doi ngil
- Tham muu hoat dong ctia Ban dai di¢n cha me hoc sinh.
- Cong tac Kiém dinh chat luong, TCQG;

- Huéng dan, trién khai, danh gia, xép loai vién chirc, phé Hiéu trudng, chuan nghé nghiép gio vién Tiéu hoc.
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- Quan li, tiép nhan hoc sinh, cho phép hoc sinh chuyén trudng; phé duyét két qua cia hoc sinh;
- Tham gia day thay TNXH 3Al
- Truc 01 budi/tudn va cac ngay nghi (néu co viéc).
2. Pho hi¢u truéng :
- P/c Bui Thi Qué : Givip P/c Hiéu truong phu trach cic mang hoat dong
+ Phu trach cong tac cong doan.
+ Thuong truc cong tac Thi dua - Khen thudng.
+ Cong tac chuyén mon khéi 1, to vin phong.
+ COng tac ban tra:
- Luu giit, cap nhat HSSS lién quan dén cong tac ban tra, hoc budi 2/ ngay dung tién do.
- Téng hop, bao cao Hiéu trudng sé lidu hoc sinh tham gia dn ban tri hang thang;
- Két hop vo1 BGH, nha bép thuc hién cong tac kiém thue 3 budc.
+ Cong tac bodi dudng hoc sinh ning khiéu.
+ Cong tac Y té - Chi thap do
- Xay dung ké hoach, bao cdo tinh hinh, két qua vé y té, chir thap do truong hoc.
- Truc tiép phu trach, trién khai , thuc hién cong tac Yté hoc duong , Chir thap do
- T6 chitc cac hoat dong lién quan dén cong tac Y té, Chir thap do.
- Tu véan stre khoe, vé sinh, phong dich.
- Tham gia doan kiém tra ndi bo ciia nha trudng vé cong tac chuyén mon, vé sinh, ndi vu 16p hoc.

- Lap danh sach GV thu(f)g: gia dinh chinh sach, gia dinh kho khan ; HS con gia dinh chinh sach, HS c6 hoan canh kho khan,
HS vugt kho nhan qua , hoc bong cta céc to6 chuc, nha truong .

- Tham gia tryc 2 budi/ tuan
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- Pho bién gido duc phap luét trong nha truong.

+ Cong tac An ninh an toan truong hoc (PCCC, PCLB, ATGT, TNTT, ATHS )

+ Cong tac Poan - Bdi - Céac hoat dong NGLL

+ Truong xanh - sach - dep ; X4y dung truong chuan Quéc gia.

+ Cong tac gido duc thé chat

+ Quan ly CSVC (Cac phbpg hoc, cac phong hoc bo mon, TV, TB, b1, hé théng am thanh, loa may, may chiéu, man chiéu,
may anh, may soi) ; Tham gia kiém ké tai san, ban giao tai san.

+ Phy trach cac noi dung trén hé thong bang tin

+ Tham gia day TNXH 1A1, 1A2

- B/c Poan Viét Ha : Giup D/c Hi¢u trwéng phu trach cac mang hoat dong

+ COng tac chuyén mon toan trudng: Xay dung ké hoach trién khai cac hoat dong chuyén mon, thoi khoa biéu; tong hop cac
bao cdo so0 liéu vé cong tac chuyén mon.

+ Tryc tiép phuy trach chuyén mon cac khdi 2-5.
+ Cong tac day hoc 2 budi/ ngay, tu chon (Anh)
+ Tham muu cong tac kiém tra ndi bo.
+ Cong tac boi dudng thudng xuyén.
+ Phu trach cong nghé thong tin.
- Hd trg cac hoat dong UDCNTT trong nha trudng.
- Huéng dan gi4o vién khai thac, stt dung , UDCNTT trong day hoc.

- Phu trach cac ndi dung tin, bai trén hé thong website, cac phan mém CNTT: Co s dir liéu nganh, tin nhan dién tir, trang
website.

+ Cong tac Pho cap gido duc

+ Cong tac kiém tra, d4nh gia chuyén mén nghiép vu gido vién.
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+ COng tac khao thi, viét sang kién.
+ COng tac bdi dudng hoc sinh
+ Cong tac Thu vién - Thiét bi, cac hoat dong thu vién 50K.
- Tham gia doan kiém tra ndi bd ctia nha trudng vé cong tac chuyén mon, to vin phong.
- Tham gia truc 02 budi/ tuan
+ Tham gia day TNXH 2A3, KT 5A2, 4Al
3. Tong phu trach Poi : Vii Quynh Anh (A) - Chiu triach nhiém truéc Hiéu truéng cac nhiém vu
- Truc tiép phu trach cong tac Poi trong nha trudng, ¢ trach nhiém phoi hop véi nha truong t6 chirc va quan li cac hoat dong
cua Bdi va cac hoat dong ngoai gio 1én 16p.
- Trién khai, kiérp tra né nép hoc sinh , xép hang ra vao 16p, hat dau gio, giira gid, dong phuc, khin quang do, d6 dung hoc
tap ... ), truy trao bai dau gio, ndi vu 16p hoc .
- T6 chirc tuyén truyén phat thanh trén hé thong loa nha trudng vao cac budi hoc ( dau gio, giira gio )
- Cép nhat ghi chép luu trir day du ndi dung thu (nhitng diéu em mudn noéi)
- Tham gia truc ban, két hop cung BGH kiém tra, giam sat né nép dau gio cua GV, HS, cong tac VS hoc dudng.
- Quan ly CSVC (CSVC phong D61 ; H¢ théng cO; trang thiét bi cia Doi ; Quﬁn ao,trang thiét bi HS phuc vu céac hoat dong
ngoai gio 1én )
- T6 chitc cac hoat dong lién quan dén cong tac Y té, Chir thap do.
- T6 chire can do hoc sinh, theo ddi st khde cta hoc sinh, quan li hd so theo ddi strc khoe hoc sinh.
- Tu véan stre khoe, vé sinh, phong dich.
- Tham gia truc 01 budi/ thang.
- Day HDTT 1A1, 2A2
4. Ké toan Lé Thi Bich Ngoc - Chiju trach nhiém truéc Hiéu trueéng cic nhiém vu

- T6 pho t6 van phong: Cung d/c Lé quan li cac hoat dong cua to vin phong.
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- Tham muu cho Hiéu trudng thu — chi.
- Xay dung ké hoach thu - chi ; Quy ché chi tiéu nodi bd theo quy dinh cua tai chinh.
- Quan ly CSVC, tai san cia nha truong ding quy dinh.
- T6 chirc kiém ké tai san, ban giao tai san dung thoi gian quy dinh (Kiém ké vao cubi thang 12)
- Theo doi, quan ly tai sdn ctia cong tac ban tru.
- Xay dung ké hoach mua sam tai san trong nam hoc, trong h¢;
- Xay dung ké hoach thanh 1y tai san.
- Tich cuc hoc héi dé hoan thanh nhiém vu duogc giao.
5. Van thu - Thi quy : D/c Hira Thi Thu L¢ - Chiu trach nhiém truéc Hi€u truéng cac nhiém vu
5.1. Cong tac van thw
* COng tac Van thw
- Nhan, gtri cong van ( cap nhat dung tién d6 vao hd S0)
- Luu trit cac vin ban di, dén; Chuyén vin ban cho cac bo phan lién quan trong nha trudng
- Soan thao van ban lién quan dén nhiém vu
- Quan 1y hd so trudng Chuan Quéc gia, Kiém dinh chat luong
- Quan li may photo.
- Phy tréch cong tac thong ké
* Qudn ly HS, hoc ba cua HS toan truong:
- Cap nhat, luu giir s6 chuyén di, chuyén dén, s6 dang bo, s6 tuyén sinh
- Luu gitr hoc ba cua hoc sinh trong nha truong
- Tra hoc ba cho PHHS khi ¢6 day du thu tuc chuyén truong hop 18
5.2. Thu quy
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Thuec hién va hoan thanh nhiém vu vé cong tic Thii quy :
+ Thu, chi ngan quy
+ Quan li ngan quy

+ Két hop v6i ké toan thu cac khoan tién tir gido vién chii nhiém khi GVCN c6 Quyét dinh uy quyén dugc phép thu cac
khoan tién theo quy dinh cua Hiéu truong da ky.

+ Nop du cac khoan tién thu theo quy dinh vao kho bac dung thoi gian quy dinh

+ Chi tién tam ung cho nguoi thuc hién nhiém vu khi ¢6 chig tir duyét tam g ctia Hi€u trudng.

+ Céac chimg tir chi phai ¢6 duyét chi cia Hiéu truong méi duoc chi tién, chi tién phai cho nguoi nhan tién ky.
+ Luu trit toan bd ho so lién quan dén cong tac thi quy cta nha truong.

+ Thuc hién, chip hanh nghiém cac quy dinh vé quan 1y quy.

- Thu va ndp tién quyén gop, tng hd ciia GV, HS theo quy dinh, ding thoi gian

* Céac nhiém vu khéac: Phu trach phan mém quan li can bo, tham gia tong hop cac bao céo, thong ké cong tac phd cap, phu
trach phong hi¢u truéng, phong truyén thong,...

6. Thu vién: Nguyén Thi TG Anh- Chiu trach nhiém truéc Hiéu truéng cac nhiém vu
- Truc tiép phu trach , trién khai, thuc hién cong tac TV
- M& s6 sach theo doi PDDH , sach giao khoa, sach tham khao, truyén theo ding danh muc.
- Lén ké hoach bd sung sach, truyén cho Thu vién
- Sap xép Thu vién khoa hoc.
- Quan 1y, cap nhat, sap xép, luu trit hd so khoa hoc.
- Phat hanh sach , bao, tai liéu phuc vu cong tac chuyén mon theo quy dinh cia S6 GD&DPT, Phong GD&DT
- Thu cac khoan tién phat hanh sach, bao , tai liéu va nop vé SGD, PGD dtng thoi gian quy dinh
- T chuc cho hoc sinh doc truyén, gidi thiéu sich méi, huéng dan sir dung PDDH cho GV, HS.

- Chiu trach nhiém trién khai, danh gia cac hoat dong cua thu vién 50k, cac phong trao doc sach.
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- Tién hanh kiém ké tai san caa Thu vién 02 lan/nam (cudi thang 12, cudi thang 5 )
- Chiu trach nhiém quan ly CSVC cua phong Thu vién.
- Tham gia truc ban1 budi/ thang.
7. Thiét bi Nguyén Thi Thanh Thity- Chiu trach nhiém truée Hiéu truéng cic nhiém vu
- Truc tiép phu trach , trién khai, thyc hién cong tac TB.
- M6 s6 sach theo ddi muon, tra Thiét bi truyén theo diing danh muc.
- Lén ké hoach b6 sung d6 dung, Thiét bi
- Sap xép do dung, Thiét bi khoa hoc.
- Quan ly, cap nhat, sép Xép, luu trit hé so khoa hoc
- Tién hanh kiém keé tai san cta Thiét bi 2 1an /nam (cudi thang 12, cudi thang 5 )
- Chiu trach nhiém quéan Iy CSVC ctia phong Thiét bi.
- Phu trach hé thong 4m thanh toan trudng.

- Chiu trach nhiém chuan bi céc thiét bi: Tivi, loa may, may chiéu....khi co céc tiét chuyén dé, cac hoi nghi, hoi thao, cac hoat
dong NGLL, cac budi tap trung toan truong.

- Tham gia truc ban 1 budi/ thang.
I1. Phin cong nhiém vu cho gido vién :
1. Nhiém vu cia gido vién
1. Giang day, gido duc dam bao chét lugng theo chuong trinh giao duc, ké hoach day hoc; soan bai, l1én 16p, kiém tra, danh

gia, xép loai hoc sinh; quan li hoc sinh trong cac hoat dong gido duc do nha trudng t6 chirc; tham gia cac hoat dong chuyén mon;
chiu trdch nhi€ém vé chat lugng, hi€u qua giang day va gido duc.

2. Trau doi dao duc, néu cao tinh than trach nhiém, gilr gin phém chét, danh du, uy tin cua nha giao; guong mau trude hoc
sinh,

thuong yéu, doi xir cong bang va ton trong nhan cach cia hoc sinh; bao vé cac quyén va loi ich chinh dang cta hoc sinh; doan két,
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gitip d& dong nghiép.
3. Hoc tap, rén luyén dé nang cao strc khoe, trinh do chinh tri, chuyén mén, nghiép vu, d6i méi phuwong phéap giang day.
4. Tham gia cong tac phd cap gido duc tiéu hoc & dia phuong.

5. Thyuc hién nghia vu cong dan, cac quy dinh cua phap luat va cua nganh, cac quyét dinh ctia Hiéu trudng; nhan nhiém vu
do Hleu truong phan cong, chiu su kiém tra, danh gia cua Hiéu trudng va cac cip quan li gido duc.

6. Phéi hop véi Doi Thiéu nién Tién phong H6 Chi Minh, gia dinh hoc sinh va céac t6 chitc xa hoi lién quan dé t6 chirc hoat
dong gido duc.

2. Nhiém vu cua gido vién chu nhiém:
Ngoai cac nhiém vu d6i véi gido vién quy dinh Theo Biéu I&, gido vién lam cha nhiém 16p con cé nhiing nhiém vu sau:

1. Tim hiéu va nam viing hoc sinh trong 16p vé moi mit dé c6 bién phap t6 chic gido duc sat véi doi tugng nham thic day su
tien bo cua tirng hoc sinh va cua ca 1op;

2. Phi hop chit ch& vai gia dinh hoc sinh, chu dong phéi hop vai cac gido vién b mon, Poan Thanh nién cong san Ho Chi
Minh, D6i Thieu nién tién phong H6 Chi Minh, cac doan thé va cac t6 chac xa hoi khac co lién quan trong hoat dong giang day va
giao duc hoc sinh caa I6p minh chu nhiém;

3. Nhan xét, danh gia xép loai hoc sinh cuéj ky va cudi ndm hoc, dé nghi khen thuong va ky luat hoc sinh, dé nghi danh séch
hoc sinh dugc 1én 16p, danh séch hoc sinh phai kiém tra lai, phai rén luyén thém vé hanh kiém trong ky nghi he, phai ¢ lai 16p, hoan
chinh viéc ghi vao s6 diém va hoc ba hoc sinh;

4. Tham gia hudng dan hoat dong tap thé, hoat dong giéo duc va rén luyén hoc sinh do nha trudng té chuc;
5. Bao cdo thuong Ki hodc dot xuat vé tinh hinh cua 16p véi Hiéu truong.
3 Phén céng nhigm vu cu thé:

3.1.Cong tac chu nhiém :
1A1: Hoang Oanh (TTCM) 2A1: Yén 3Al: Sang (TTCM) 4A1: Linh (TPCM) 5A1: Thay

1A2: Viét Huong (TPCM)  2A2: Quynh Anh (B) 3A2: Hién 4A2: Vi Thao 5A2: Kim Oanh (TTCM)
1A3: Dung 2A3: Ngoc Lan (TPCM)  3A3: Pham Ngoc 4A3 : Lé Thuy 5A3 : Thanh Thuy
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2A4: Cham 3A4: Thanh Huyén  4A4: Pham Huyén 5A4: Lan Phuong

3.2. Gido vién day b mon :
a. Mon Am nhac :

- Vii Pac Phuc: Day am nhac khdi 1-5: 21 tiét; quan li
phong 4m nhac, tham gia truc ban

b. Mén Mi thuit :

Nguyén Thj Hong: Day MT khéi 1 — 5 toan trudng; quan
l1i phong MT, tham gia tryc ban, ph6 cap TDP 9

¢. Mon Thé duc

Ha Thi Toan: TD K2 (8 tiét), khi 3 (8 tiét), 51, 5%2, 53,
524 (8 tiét). TS: 24 tiét

3.3. Phdn cong truc cho CBQL - GV - NV :
a. Ban giam hiéu:

- Hiéu truéng: Tha Hai

- Ph6 Hiéu truéng (Ha): Thir Ba, Nam

- Pho Hiéu truéng (Qué): Tha Tu, Sau
b. Gido vién, nhén vién

4A5: Lam 5A5: Trinh Huong

d. Nguyén Thi Twong Vi

Thé duc khdi 1 (6), khéi 4 (10), 5% (2), HDTH 221, 222, 224 (3):
TS: 21

d. Mén Tiéng Anh

Nong Thi Kim Nhung: Tiéng Anh 3°1, 32 (8 tiét), khoi 4%4, 4%
(6 tiét), 521, 522, 5%3 (9 tiét) va khdi 2 (8 tiét) TS: 31 tiét
Nguyén Thi Phuong Hong: Tiéng Anh khéi 1 (6 tiét), 3°3, 3% (8
tiet), 4°1, 4°2, 43 (9 tiét), 5%4, 5°5 (6 tiét). TS: 29 tiét. PT phong
tiéng Anh.

d. Mon Tin hoc

Nguyén Thi Nhung: Tin hoc khéi 3.4,5. TS: 24 tiét, PT phong
Tin

Tuan Th hai Th ba

Thir tw Th&r nam Thir sau
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Tuin 1 Linh Hong Pham Huyén Dung Lam
Tuan 2 Hién Yén Thanh Huyén Thay Trinh Huong
Tuan 3 Tu Anh Vi Thao Kim Nhung Thanh Thay Quynh Anh (A)
Tuin 4 Lé Thay Hién Lan Phuong Phuc Toéan
Tuan5 Hoang Oanh P. Hong Ngoc Quynh Anh (B) Kim Oanh

I11. Nhén vién nha bép: (07 ngudi ) - Chiu trach nhiém truée Hiéu truwéng cac nhiém vu:

1. B/c Ha Thi Hué

- Chiu trach nhiém trudc hiéu truong moi hoat dong trong cong tdc phuc vu ban tra

- Tham gia nhan thuc pham.

- Tham gia giao nhan ga

- So ché va lam sach thuc pham tuoi song cua hoc sinh

- N4u chin cAc mén an man.

- Bao c4o, dé xuat voi Hiéu truong moi hoat dong bat thuong trong bép an ban tru.

2. Cac cb nudi

- Tham gia nhan thuc pham

- Tham gia giao nhén ga

- So ché va lam sach thuc pham tuoi song ctuia hoc sinh, gido vién
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- N4u thire an, chia com, canh cho cén bo, gido vién, nhan vién va hoc sinh.
- N4u nude udng cho hoc sinh.

- Chia com, mén canh, xao theo dinh luong khau phéan an cho timg HS.

- Giat vo gdi, khan mit vao cac ngay nghi ban tra.

Ngoai nhiém vu duoc phan cong trén cic d/c nhan vién bép két hop cung nhau dé hoan thanh cac cong viéc lién quan dén
cong tac ban tra, tham gia cac hoat dong khac theo sy phan cong cia Hi¢u trudng.

IV. Lao cong (02 nguoi ) - Chiu trach nhiém trwéc Hi€u trwéng cac nhiém vu:
- Luon dam bao v¢ sinh nha truong sach s€ theo quy dinh.
- Thuc hién cadc nhi€ém vu khac do hiéu trudng phan cong.
- Thuc hién nhiém vu cu thé:

Quét, don va ludn dam bao sach s€ khu v¢ sinh cua GV, HS ; quét don hanh lang, cau thang lau cau thang, hanh lang, d6 rac
va dam bao cac thung rac ludn sach s&. Quét don hanh lang, cau thang lau cau thang, hanh lang, hé thong cira s6, d6 rac va dam bao
cac thung rac luon sach s¢.

V. Bdo vé (02 nguoi ) - Chiu trach nhiém trwéc Hi€u trwéng cac nhiém vu:
- Gift gin an ninh trat tu, an toan v€ nguoi va tai san ctia nha truong, giao vién va hoc sinh.

- Phoi hgp véi cac co quan hitu quan dé gidi quyét cac vu viée lién quan dén an ninh trat ty, an toan vé€ nguoi va tai san trong
pham vi truong.

- Tham gia cong tac phong chay, chita chay va bao quan thiét bi phong chéy, chira chay.

- Thyuc hién cac nhi¢ém vy khéc do hi€u truéng phan cong.

- P/c Pham Vian Subt - T6 truong t6 bao vé chiju trach nhiém trude d/c Hiéu truéng vé céc viéc sau :
+ Phéan cong ca truc ding quy dinh

+ Dam bdo, gilr gin tai san trong nha truong

+ Hoan thanh cong viéc khi duoc phan cong hd trg cho nha trudng .
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+ Kiém tra vi¢c ghi s6 truc va cong tac ban giao ca
+ T6 churc hop, binh xét thi dua cua t6 lao cong, bao vé.

- B/c Pham Vin Khu : Thuc hién cac cong viée khi da duoc d/c T6 truong théng nhat va phan cong nhiém vu.

6. Phan cong nhiém vu cho TTCM, TPCM : Thuec hién theo Piéu I1¢ truong Tiéu hoc

6.1. Danh sach t6 :

To 1 (12)

T6 2&3(12)

To6 4&5(12)

T6 viin phong (13)

Hoang Thi Thuy Oanh (TT)

Pham Thi Sang (TT)

b6 Thi Kim Oanh (TT)

Htra Thi Thu Lé (TT)

Doan Thi Viét Huong (TP)

Nguyén Thi Thu Hién

Trinh Thi Huong

Lé Thi Bich Ngoc (TP)

Pham Thanh Dung Pham Thi Thanh Huyén Pham Kim Thuy Pham Vin Khu

Vii Béc Phic Pham Bich Ngoc Nguyén Thi Thanh Thay (B) Pham Vin Sudt

Nguyén Thi Hong Pham Minh Cham Ha Thi Lam Doan Thi Huong (A)

Ha Thi Toan Nguyén Ngoc Lan (TP) Hoang Thuy Linh (TP) Doan Thi Huong (B)

Nong Thi Kim Nhung Vi Quynh Anh (B) Lé Thi Thu Thuy Nguyén Thanh Xuan

Nguyén Thi Phuong Hong Vii Thi Ngoc Yén Vii Thi Thu Thao Ng6 Thi Thach Diém

Vii Quynh Anh (A) Nguyén Thi Nhung Pham Thi Huyén Vii Thi Thim

BUi Thi Qué - PHT Nguyén Thi TG Anh (TV) Nguyén Thi Lan Phuong Ha Thi Hué

Nguyén Thi Tudng Vi Lé Thi Huong Lan (TPT) Nguyén T Thanh Thay (TB) Pham Thi Thuy
Poan Viét Ha - PHT Truong T Phuong Thao - HT Vii Thi Phuong

Nguyén Thi Sau

6.2. Phan cong nhiém vu :

a. To trudng : + Xay dyng va gidi trinh ké hoach day hoc moén hoc, trién khai, thuc hién cac hoat dong chuyén mon cua to

+ Béo cao két qua hoat dong cua t6 ( thang, ky, nam )

+ Xay dung ké hoach bdi dudng do6i ngii ciia t6 ; Béo cao két qua boi dudng doi ngii (ky, nim)
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+ Linh hoi nhiém vu khi BGH phan céng va trién khai trong to
+ Tham muu, dé xuit véi BGH cac van deé lién quan dén hoat dong cua to
+ Tham gia hoi, hop khi dugc moi (dugc phan cong )
+ Panh gia, xép loai vién chirc, chuan nghé nghiép gido vién cua cac thanh vién trong to
+ Hoan thanh ho so thi dua cua té.
b. T6 phé : + Linh hoi nhiém vu khi TTCM phén coéng. T6 pho CM khéi 1 quan 1i GV b mon.
+ Tham gia, td churc, trién khai cac hoat dong khac cua t6.
+ Phan cong, kiém tra cac thanh vién trong to tham gia cac hoat dong trong nha truong khi dugc phéan cong.
+ Theo ddi ngay cong cta thanh vién trong to.
+ Tap hop cac vin ban clia cac thanh vién trong té nop BGH
+ Theo ddi chét luong giao duc, két qua hoc sinh.
+ Bao cao théng ké dang mau, chinh xac, ding tién do
+ Tham gia hoi, hop khi duoc moi ; iy quyén (phan cong)./.
Noi nhn : HIEU TRUONG
- Ph6 HT;

-GV, NV,
- Luu: VT.

Trwong Thi Phwong Thao



21



