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PHAN CONG NHIEM VU CUA BAN GIAM HIEU
NAM HOQC 2023-2024

I. Pdng chi Tran Pirc Ngoc - Hi¢u truéng:

1. Phu trach chung, chiu trach nhiém trudc cap trén va tap thé HDSP vé moi
hoat dong cua nha truong.

2. Truc tiép phu trach cong tac tu tudng chinh tri, t6 chirc, nhan su, tai chinh

IL. Pong chi Nguyén Thi La - Pho Hiéu trudng, chiu trach nhiém truwée
Hiéu trudng va cip trén cac cong viée sau:

1. Cong tac chuyén mén: Toan bd cong tac day va hoc chinh khoa, day thém
hoc thém. (PCCM, TKB, kiém tra danh gia xép loai gi4o vién, hoc sinh,...)

2. Phu trach cbng tac van phong thudc cac ndi dung sau: Hb so, hoc ba, bang
diém cuta hoc sinh, khao thi, vén thu luu trit, ké toan, thu quy.

3. Céng tac kiém tra ndi bo, phap ché, hd so sb sach cla gido vién.

4. Phu trach cac chuong trinh, cudc thi, hoi thi: Thi TN THPT, gido vién
gioi, hoc sinh gidi cdp trudng, thanh pho, quoc gia va nhimg chuong trinh thudc
linh vuc chuyén mén duge Hiéu trudng truc tiép phan cong.

5. Cong tac bdi dudng gido vién, thuc tap, kién tap su pham.

6. Chuong trinh hoc tép, hoi thao mén GDQP-AN

7. Phu trach cong tac hanh chinh cac td: Ly-Ho6a-Sinh; TD-GDQP&AN-CN;
Tin hoc — Vén phong.

8. Duyét két qua hoc tap va phé hoc ba cudi nam khéi 10 va khoi 12.

I11. Pong chi Vwong Vin Huy - Ph6 Higu truéng, chiu trach nhiém
truede Hiéu truwdng va cap trén cac cong viéc sau:

1. Cong tac co s¢ vat chét, trang thiét bi day hoc.

2. Cong tac hudng nghiép va day nghé, tuyén sinh 16p 10, tuyén sinh Dai
hoc, tu vin du hoc, hoc va thi ching chi tin hoc quéc té MOS (néu cd), chuong
trinh dinh huéng hoc va thi chimg chi tiéng Anh quéc té IELTS, hoc tiéng Anh c6
yéu té nudc ngoai, cau lac bd tiéng Nhat, Han (néu co), cude thi tiéng Anh trén
Internet (IOE).

3. Céng tac CNTT — Chuyén dbi s6 (Cac ung dung CNTT vao day hoc, quan
ly, thong tin truyén thong trén website-facebook-fanpage cua truong,...)




4. Quan ly, danh gia cong tac gidao vién chu nhi€ém va cac cudc thi, hoi thi
GVCN gioi, cac hoat dong GDNGLL theo PPCT cua K12 va hoat dong trai
nghiém hudng nghiép cia K10-11 theo chuong trinh GDPT méi 2018.

5. Cong tac lao dong, vé sinh trudng hoc, thu vién, y té, phong truyén théng.
Cong tac dan quén tu v€, an ninh, an toan truong hoc, phong chay chita chay,
phong chong dich bénh, ma tuy, tu van hoc duong. Cac hoat dong gido duc ky
nang sdng, khuyén hoc, cong tac dén on dap nghia, nhan dao, tir thién.

6. Tham muu, xay dung chuong trinh, quan ly, td chirc cac hoat dong hoi,
hop, dai hdi, hoéi nghi va cac hoat dong trai nghiém sang tao, van hdéa van nghé
TDTT, CLB s6 thich cua gido vién, hoc sinh, hoi khoe Phii dong céc cap. Cac hoat
dong tap thé 16n trong nha truong hang nam nhu: L& Khai giang, so két, tong két
nam hoc, L& ky niém 20/11, 22/12, 8/3, 26/3,...

7. Céc cude thi KHKT, STEM, Olympia cip truong (hoic qubc gia) néu co.
Cac cudc thi thudc linh vuc chinh tri, tu tudng, van hoa, van nghé, thé duc thé thao
do cép trén triéu tap va nhimng chuong trinh dugc Hiéu trudng truc tiép phan cong.

8. Phu trach cong tac Cong doan, cong tac thi dua, khen thuéng, huéng dan
viét SKKN cho CBGV. (Két hop v6i dong chi Chu tich Céng doan va dong chi
Thu ky HDSP nha truong, day 1a 2 dong chi thudng truc Ban thi dua cia trudng)

9. Phu trach, chi dao hoat dong Poan thanh nién, theo doi danh gia nén nép
thi dua cua cac 1op.

10. Cong téc hanh chinh t6: Toén - CN10; Vin-Sir-Dia; Ngoai ng-GDCD.
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11. Dai dién BGH tham gia trong Ban dai di¢n Hoi CMHS nha truong. 'éf(_;éﬁg g\))
g

12. DPai dién BGH nha truong phu trach cong tac lién lac, t6 chic gap g0 ‘
don tiép cdc cuu CBGVNYV, cuu hoc sinh tré vé thim truong hang nam. Pac biét y@?
trong giai doan 2023-2025, chudn bi cho ky niém 60 nim thanh l4p trudng dy kién
thang 11/2025.

13. Duyét két qua hoc tap va phé hoc ba cudi nam khéi 11.

Tat ca nhitng ndi dung phdn céng o trén la nhitng cong viéc cu thé co dinh,
mét 56 cong viéc khdc thi can cik vao tinh hinh thuc té moi thoi diém Hiéu truong
sé diéu chinh phdn cong nhiém vu cho phit hop véi ddc diém cia timg nam hoc.
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