UBND HUYEN AN DUONG CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG MN LE THIEN Djc 1ap- Tw do- Hanh phiic
S6: 87 /TB-MNLT Lé Thién, ngdy 10 thang 08 ndm 2023
KE HOACH

Phéan cong nhiém vu déi ngii can by quan ly, giao vién, nhan vién
Nam hoc 2023-2024

Cin ct Diéu 18 truong Mam non (Ban hanh theo Thong tu sb 52/2020/TT-
BGDDT ngay 31/12/2020 ctia B§ Gido duc va Pao tao);

Thyuc hi¢én Thong tu lién tich s6 06/2015/TTLT-BGDPT-BNV ngay
16/3/2015 cia Bo Gido duc va Pao tao, BO Noi1 vu quy dinh vé danh muc khung
vi tri viéc 1am va dinh mirc s6 luong ngudi lam viée trong cac co sé gido duc mam
non cong 1ap;

Cin clr vao tinh hinh d6i ngii can bd gido vién - nhan vién. Truong mam
non Lé Thién xay dung Ké hoach phan cong nhiém vu doi ngli can b quan ly,
gi4o vién nhan vién nam hoc 2023-2024 nhu sau:

|. PAC PIEM TIiNH HINH

1. Thuan lgi:

- 100% Can bd gido vién, nhan vién dat trinh d6 chuan, 100% gio vién dat
trinh do trén chuan.

- 100% Can b gido vién dat trinh d§ A tin hoc va c6 k¥ nang ung dung
cong nghé thong tin vao cong tdc cham so6c nudi dudng giao duc tré va cong tac
quan 1y 16p hoc.

- Nha trudng dau tu bd sung ddy da dd dung d6 choi, trang thiét bi cham
soc giao duc tré theo hudng hién dai. Cac 16p hoc duoc dau tu cai tao stra chira
khang trang sach dep.

- Nha truong c6 tong s6 19 phong hoc/ 4 diém truong phan nao da dap ung
dugc nhu cau gui tré ciia nhan dan trén dja ban.

- Can bd gido vién - nhan vién doan két, nhiét tinh, c6 tinh than trach nhiém,
thuc hién tdt cac hoat dong cua nha truong.

2. Kho khan:

- Truong c¢6 04 khu truong nam cach xa nhau, s6 dan cu & ting thon khong
d6ng déu nén kho khin trong viéc phan chia 16p theo ting do tudi, theo timg khu
truong. S6 hoc sinh cta timg khu phan bo khéng dong déu nén viée bién ché hoc
sinh tir thén nay sang thén khac hoc rat kho khan.
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- Trudng c6 nhi€u gido vién tré dang trong tudi sinh dé nén kho khén trong
viée bién ché gido vién/16p.

3. Trinh d¢ chuyén mon:

+ | Trinh dd Tong sGH | GV | GV | Co | Nhan | Bio| Lao
CM i) MG | NT | nudi | vien VP | vé | cong
1 Thac s§ 1 1
2 | Daihoc 37 2 28 6 1
3 | Cao dang 2 1 1
4 | Trungcap | 9 9
Dudéi
5 ) 5 1 4
chuan
Cong 54 3 28 6 11 1 4 1
Il. NGUYEN TAC CHUNG

1. Viéc lanh dao, quan Iy va diéu hanh moi hoat dong cua nha truong duoc
thue hién theo quy ché lam viéc va quy ché dan cha ma nha trudng da ban hanh.
Chap hanh ding Diéu 1 nha trudong va thuc hién 1am viéc theo ché do thu truong
phu trach. Giir gin va phat huy sttc manh doan két thong nhat, khac phuc kho khan
hoan thanh tot nhiém vu duoc giao.

2. Ca nhan duogc phan cong linh vuc nao thi chu dong can cir nhi€ém vu nam
hoc, tinh hinh nha trudng dé xay dung ké hoach nim, thang, tuan cho ting linh
vuc cong tac trinh Hiéu truong phé duyét trude 1 tuan khi thuc hién, cudi thang
so két bao cao Hiéu trudong va truc tiép giai dap cac van dé lién quan cua gido
vién, nhan vién va phu huynh hoc sinh tai cac budi hop hoi déng su pham thuong
ky. Ca nhan dugc phan cong linh vyc nao chiu trach nhi¢m chinh nhi¢m vu do.

3. Ho so thudc linh vuc nao, do nguoi dugc phan cong linh vuc do thiét lap,
bao quan, luu giir theo duy dinh. Khi ¢6 kiém tra cta cac cip phai trinh c6 du hd
so theo quy dinh.

4. Trong qua trinh 13nh dao, chi dao, diéu hanh nha truong, Hiéu truong va
Phé hiéu trudng phai co sy phdi hop chit ché, dam bao tinh thong nhét va hiéu
qua, phat huy tinh sang tao chui dong cua ca nhan, tinh than cong su dé thyc hién
tdt nhiém vu duoc giao; hoan thanh céc ké hoach d3 dé ra va cac nhiém vu dot

xuat ma cap trén giao pho.
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5. Trén cuong vi dugc phan cong, can cit nhi¢ém vu ndm hoc, cac yéu cau

khac trong tirng nam hoc va nhiém vu dot xuat duoc giao dé chi dao, to chirc thuc

hién kip thoi.
I11. KE HOACH PHAN CONG

1. Can by quan ly

Trinh d¢ chuyén
STT Ho va tén A Nhiém vu dugc giao
mon
o Hi¢u truong phu trach chung.
1 Luu Thi Nhiém PHSPMN ) ~
Phu trach khu Cix.
Pho hiéu truéng phu trach cong
2 | Lé Thi Thanh Loan DPHSPMN tac chuyén mon. Phu trach khu
Phi va khu Kim Son.
Thac s§ Quan | Pho hi¢u trudng phu trach cong
3 Pham Thi Nhung ly GD tac cham so6c nudi dudng. Phu
DHSPMN trach khu Du Nghia.
2. Giao vién
" Trinh dj . SO .
STT HOQ TEN chuyén mon LOP TRE GHI CHU
1 | Luu Thi Phuong PHSPMN | Nha tre 17 H3 tr 16p 4B2
2 | Pham Thi Phuong DHSPMN 1
3 | Nguyén Thi Hong PHSPMN | Nha tr¢ ”7
4 | Truong Thi Mui DHSPMN 2
5 Nguyen Th1 Yén PHSPMN Nha tré 15
6 | Nguyén Thi Tuyét PHSPMN 3 H3 tro 16p 4B6
Tong cong: PHSPMN: 6 3 59
1 | Pham Thi Ha
DHSPMN 3c1 34
2 | Vii Thi Huyén PHSPMN
3 | Pham Thi Khanh Linh | pHSpPMN aco | 3o | Thing 112023 Huong
4 [Nguy&n Thi Huong (90) | pHSPMN nehi sinh
5 Nguyén Thi Hfmg DHSPMN Tran Thi Huong hd tro
- . - 3C3 21 16p 4B5 sau khi Hoe
6 Tran Thi Hll'O’Ilg DHSPMN nghi sinh




Trinh d¢

SO

STT HQ TEN chuyén mon LOP TRE GHI CHU
7 | Nguyén Thi Huong
) ' DHSPMN 3c4 33
8 | Nguyén Thi Ngat DHSPMN
Tong cong: PHSPMN: 08 4 120
1 | Truong Thi Huyén
2 Dao Thi Thl\,l DHSPMN 4B1 28 Pao Thi Thuy hd tro
ao 1 y PHSPMN 16p 4 B2
3 | Trinh Thi Thanh PHSPMN 4B2 28
4 Nguyén Thi Mai DHSPMN Tran Thi Tha hd trg
. - 4B3 30 | 16p 4B4 sau khi Tuoi
5 Tran Thl Tha DPHSPMN nghi sinh
6 | Truong Thi Thu Ha PHSPMN B4 18 Thang 9/2023 Tuoi
7 | Nguyén Thi Tuoi PHSPMN nghi sinh
8 | Mai Thi Lién DHSPMN 4ABS 94 Théng 9/2023 Hoe nghi
9 | Nguyén Thi Hoe PHSPMN sinh
10 | Pham Thi Thu Huyén DHSPMN | 4B6 | 32
Tong cong: PHSPMN: 10 6 160
1 | Nguyén Thi Minh
guy .- : DHSPMN EAL 37
2 | Truong Thi Hong PDHSPMN Kiém thii quy
3 | Nguyén Thi Lan (93)
DHSPMN EAD 38
3 | Truong Thi Ha PHSPMN
5 Nguyén Thi Lan D6 Thi Nhung hd trg
~ - DHSPMN 5A3 41 16p 3C2 sau khi Huong
6 bo Thl Nhung DPHSPMN nghi sinh
7 | bPao Thi Héng Nhung PHSPMN Thiry Dung hé trg' 16p
< —— 5A4 30 | 4B5 sau khi Hoe nghi
8 | Nguyén Thi Thuy Dung | pySPMN sinh
9 | Pao Thi Hong Van DPHSPMN EAG 34 Vii Thi Huong Hd tro
10 | Vi Thi Huong PHSPMN 16p 4B6
Tong cong: PHSPMN: 10 5 180
Tong gido vién toan truong: 34 18 519

DHSP: 34




3. Co nuobi
s e N . : Ghi
STT Ho va tén Trinh do Nhiém vu dwge giao chil
1 | Vi Thi Bich Hanh CBNA Bep
truong
2 | Nguyén Thi Linh SCNA Truc tiép niu dn bép khu
_ . TCMN truong Du Nghia
3 | Nguyén Thi Luyén TCNA
4 | Dinh Thi Thanh TCNA
5 | Tran Thi Hong TCNA o
6 | Nguyan Thi Hoa TCNA Tryc tiép nau an~bep khu
truong Cir
7 | Pao Thi Thoa TCNA
) Lam viéc tai bép Phi, van
8 | Nguyén Ngoc Anh TCNA chuyén thirc an cho tré tur
khu Cir vé€ khu Phi
9 | Nguyén Thi Huwong SCNA o .
5 R Tryc ti€p nau an bép khu
10 N%uyen Thi Ha TCNA truong Kim Son
11 | Tran Thi Tuyét TCNA
4. Nhan vién
1 | Nguyén Thi Hanh DHKT K& toan
5. Bdo vé
1 | Truong Van Son Bao v¢ khu Du Nghia
2 | Nguyén Vin Quy Béo v¢ khu Cix
3 | Nguyén Vin Hoi Bao vé khu Phi Xa
4 | Nguyén Vin Luan Béo vé khu Kim Son
6. Lao cong
Phu trach cong tac don
1 | Trin Thi Ha CDMN dep, cat tia, cham soc cay

tai cac khu truong. Ho
tro 16p 5 tudi Al.
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7. Phan cong phu trach cac tiéu chi thi dua

STT Tiéu chi Nguoi phu trach
Cac cudc van dong, cac phong trao thi dua va .
1 A o Lé Thi Thanh Loan
hoat dong xa hoi
Cong tac tai chinh, xa hoi hoa gido duc va hdi N )
2 A Lz Nguyén Thi Hanh
nhép quoc té
3 T6 chirc, phat trién doi ngii can b, gido vién,
nhan vién Luu Thl Nhlem
4 | Cong tac kiém tra, phap ché Pham Thi Nhung
5 | Cong tac pho cap gido duc, xoa mu chir Pham Thi Nhung
Gi4o duc thé chat, hoat dong ngoai gio 1én 16p;
an ninh, an toan truong hoc; Y té truong hoc;
6 | xay dung truong hoc than thién hoc sinh tich Pham Thi Nhung
cuc, truong hoc hanh phuc; truong hoc Xanh —
An toan — Than thién
7 | Ung dung cong nghé thong tin, truyén thong Lé Thi Thanh Loan
3 Cong tac kiém dinh chat lugng, trudng chuan
qué ¢ gia Luu Thi Nhiém
Cong tac huy dong tré Pham Thi Nhung
A Chat lugng chiam sAc, _
Hoat dong chuyén e Pham Thi Nhung
9 ; nudi dudng,
mon 7 :
Chat lugng gido duc tré ,
o Lé Thi Thanh Loan
tré, két qua cua tré
Thue hién cic chuyén dé
'Thyc hién chuyén dé "Xay dyng trudong mam .
T ) s Lé Thi Thanh Loan
non lay tré lam trung tdm" ndm hoc 2023-2024
"Thuc hi¢n chuong trinh "T61 yéu Viét Nam" .
10 ‘ § Lé Thi Thanh Loan
trong truong mam non
'Cting ¢6 chuyén dé “Nang cao chat luong gido
duc phat trién van dong cho tré trong trudng mam | Pham Thi Nhung

2

non




STT Tiéu chi Ngudi phu trach

"Thuc hién "Xay dung bita an hop 1y, ddm bao
dinh dudng két hop voi tang cuong van dong thé |  Pham Thi Nhung

luc trong cac co sé gido duc mam non”

'Thyc hién "T6 chirc hoat dong cho tré mau giao .
o Lé Thi Thanh Loan
lam quen vo1 tiéng Anh"

'"Trién khai c6 chat luong mot hoat dong véi tinh
chat 1a giai phap sang tao, doi méi hinh thirc, .
. , N . | Lé Thi Thanh Loan
phuong phap GDMN gop phan nang cao chat

lwong thye hién chuong trinh GDMN tai don vi.

11 |'Cong tac khao thi L& Thi Thanh Loan
19 Cong tac quan 1y nha truong Luu Thi Nhiém
Quan ly 16p MN Doc lap Pham Thi Nhung
Co so vat chat; sach | Co s& vat chat Luu Thi Nhiém
13 | thiét bi truong hoc sach thiét bi truong hoc | Lé Thi Thanh Loan
TTB ban trd, CSND Pham Thi Nhung
14 | Thong tin bdo cdo, tham gia hdi hop Truong Thi Hong

IV. NHIEM VU THUC HIEN

1. B/c Luu Thi Nhiém - Bi thw chi bg - Hiéu truéng

- Chi dao quan 1y chung toan truong

- Chiu trach nhiém trudc phong GD&BDTAn Duong, UBND xa Lé Thién
vé toan bd hoat dong cua nha truong.

- Chi dao cac hoat dong cua chi bd Pang va chinh quyén nha truong; Chi
dao cac hoat dong, phong trao thi dua, cac cudc van dong nam hoc 2023-2024.

- Xay dung nghi quyét chi bg, phan cong nhiém vu cho Pang vién.

- X4y dung quy hoach phat trién nha truong, 1ap ké hoach va to chirc thuc
hién ké hoach gido duc trong nam hoc, bao cédo danh gia két qua thuc hién.

- Xay dung quy hoach phat trién nha trudng, phuy trach xay dung co s& vat
chét va céac trang thiét bi 16n dé phuc vu chdm séc¢ nudi dudng gido duc tré; 1ap ké
hoach va chi dao diéu hanh cac hoat dong cua nha truong nam hoc 2023-2024.

- Chi dao cong tac kiém tra noi bo.

- Thanh 1ap cac t6 chuyén mén, to vin phong. B6 nhiém céc to trudng, to

pho, dé xuat cac thanh vién cia hoi dong nha truong trinh cap c6 tham quyén.
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- Phan cong quan 1y, danh gia xép loai CBGVNV, tham gia qua trinh tuyén
dung, thuyén chuyén, khen thuong phé duyét két qua danh gia tré theo cac nodi
dung chdm s6c¢ nuoi dudng va gido duc tré em do bd gido duc quy dinh.

- Quan ly va diéu hanh moi hoat dong cua nha truong; tri€u tap va chu toa
cac cudc hop ctuia nha truong; td chure chi dao trién khai cac chu truong cua PBang,
Nha nudc va nganh téi CBGV, NV, phu huynh hoc sinh trong truong.

- Quan 1y str dung cac ngudn tai chinh, tai san ctia nha truong.

- Tiép nhan tré em, quan 1y tré em va cac hoat dong chim soc nudi dudng
va gido duc tré cuia nha truong.

- Tham gia gi4o duc 2 gio trong 1 tuan.

- Thuc hién t6t cong tac xa hoi hoa gido duc dé tu bd co s& vat chit, phat
huy vai tro ctia nha truong dbi voi cong dong.

- Phu trach tiéu chi “Cong tac t6 chirc can bo”. Tiéu chi “phat trién d6i ngii
can bg quan ly”. Tiéu chi “Thuc hién céac chi tiéu gido duc”.

- Tham gia sinh hoat tai to vin phong. Phu trach khu Cir.

- Tham muu véi cac cap, cac nganh xay dung ngudn tai chinh dam bao doi
song cho Céan bd gido vién - nhan vién.

2. D/c Lé Thi Thanh Loan - Phé Bi thu Chi b¢ - Ph6 Hi€u truéng - Chu
tich cong doan

- La nguodi giup viée cho hiéu trudng va chiu trach nhiém trude hiéu truong
nhirng cong viéc do hi¢u trudng phan cong.

- Thay mat hiéu truong diéu hanh hoat dong cua nha truong khi duge Gy
quyén.

- Chiu trach nhiém vo61 Hiéu trudng vé nhiém vu dugc giao, cung hi¢u
treong chiu trach nhiém véi cip trén vé cong viée duogce giao.

- C6 cac giai phap cu thé rd ngudi rd viée thoi gian tién hanh dam bao tinh
tich cyc hi€u qua cao trong viéc xay dung thuc hién ké hoach chi dao chuyén mon.

- Phu trach cong tac thu dang phi. Thay mat Bi thu chu tri cdc cude hop va
di hop khi Bi thu phan cong.

- Xay dung céc ké hoach trong cong tac chi dao chuyén mon, dam bao dung
cac ké hoach chi tiéu nhiém nam hoc 2023-2024, chi dao xdy dung diém céc
chuyén dé trong tam, giai phap sang tao.

- Chi dao cong tdc BDTX, ngay hoi ngay I&.
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- Kiém tra du gio thudng xuyén. Tham gia cac hoat dong gido duc 4 gio
trén tuan.

- Phu trach chuyén dé “Xay dyng trudng mam non lay tré 1am trung tim”.
giai phap sang tao.

- Phu trach hd so danh gia cong tac danh gia chuan nghé nghiép gido vién
mam non, danh gia vién chc.

- Phu trach cong tac kiém dinh chat lugng. Phu trach co so vat chit TTB
gido duc, phu trach cong tac sang kién, cac hoi thi, cong tac gido duc hoa nhép,
phu trach chuyén mén nhém tré Tu thuc trén dia ban.

- Két hop véi hiéu truong dé tuyén truyén cong tac van dong tiép nhan tai
trg trong nha truong.

- Hang thang bao cdo danh gia két qua gido vién theo tiéu chi. Chiu trach
nhiém vé chat luong gido duyc tré trong nha truong.

- Phu trach tiéu chi “danh gia thi dua khen thuong. Tiéu chi cong tic boi
dudng gido vién”. Tiéu chi “Céng tac kiém tra, danh gia cong tac kiém tra”.

- Tham gia sinh hoat chuyén moén, phu trach khu Kim Son va Phi Xa.

- Phu trach cong tac tham hoi, cham lo doi sdng doan vién.

- Chiu trach nhiém trién khai cac hoat dong cua t6 chirc cong doan nha
truong theo dung quy dinh cta phap luat, hd so cdng doan.

- T6 trudng td phu ni.

2. D/c Pham Thi Nhung - Chi uy vién - Phé hi€u trudéng

- La nguoi giup viée cho hiéu truong va chiu trach nhiém trudce hi¢u trudng
nhitg cong viéc do hiéu truéng phan cong diéu hanh.

- Thay mit hiéu truong diéu hanh hoat dong ctia nha truong khi dugc ty
quyeén.

- C6 céc giai phap cu thé 16 nguoi rd viée thoi gian tién hanh dam bao tinh
tich cuc hiéu qua cao trong viéc xdy dung thyuc hién ké hoach chi dao cham soc
nudi dudng.

- X4y dung cac ké hoach trong cong tac chi dao chim soc nudi dudng, dam
bao dung cac ké hoach chi tiéu nhiém vu nim hoc 2023-2024.

- Chi dao cong tac ban trl, cuing bép trudng 1én thuc don, két hop véi ké
toan, bép truong tinh khau phan an, theo ddi ché do dinh dudng stic khoe tré theo
quy dinh (Kiém tra HSSS nhom bép, kiém tra thuc don, khiu phan an cua tré,
theo doi can do, kham strc khoe tré dung dinh ky..).
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- Két hop véi chuyén mén kiém tra don déc né nép vé sinh cham soc tré,
tong hop theo ddi strc khoe tré.

- Kiém tra du gio thudng xuyén. Tham gia cac hoat dong gido duc 4 gio
trén tuan.

- Phu trac cong tac giao duc chinh tri, tu tudng, xay dung co quan van hoda.
Cong tac xdy dung trudng sang - xanh - sach - dep. Ghi s6 hop cp uy va Ban
giam hiéu. Phu trach cong tac phd cap, hd so phong chdy chita chay. Phu trach co
so dir liéu nganh, phan mém tuyén sinh.

- Phu trach CSVC TTB cham s6c nu6i dudng, lao dong cua gido vién, phu
huynh hoc sinh, lam mét s6 loai s6 sach do hiéu trudong phan cong.

- Phuy trach cong tac y té, cong tac dam bao an toan va V¢ sinh an toan thuc
pham, phong chéng dich bénh, két hop v6i tram y té dé lam tét cong tac tiém
phong, cong tac y té hoc duong trong nha truong, Thuc hién gidm sat giao nhan
thuc pham hang ngay theo dung quy trinh.

- Tham muu dé xuét cac giai phap tich cuc v&i hiéu trudong, két hop véi
hiéu truong dé tuyén truyén van dong tiép nhan tai tro trong nha trudng.

- Hang thang bao cdo danh gia két qua danh gia gido vién, to nudi theo tiéu
chi. Chiju trach nhiém vé chat luong chim séc nuédi dudng dam bao an toan cho
tré trong nha truong.

- Phu trach tiéu chi “Cong tac gido duc thuong xuyén, xay dung xa hoi hoc
tap”. Tiéu chi “Tang cuong sé vat chat va quy hoach mang ludi trudng 16p, thiét
bi day hoc.”, Panh gia thi dua cong tac hoc sinh, sinh vién, y té truong hoc, cong
tac phap ché.

- Tham gia sinh hoat chuyén mén, phu trach khu Dy Nghia.

4. P/c Nguyén Thi Lan - To6 trwéng té6 chuyén mon - Khdi truwéng khoi
MG 5 tudi

- Cung d/c hiéu pho chuyén mén chiu trach nhiém vé chi dao chuyén mon
ctia to minh phu trach dang yéu cau. Két hop va théng nhét nhitng ké hoach trién
khai chuyén mén t6i gido vién trong nha trudng va thu thap nhiing y kién, kién
nghi vé cong tac chuyén mon dé cung BGH diéu chinh cho diing va phu hop véi
thuc té.

- Xay dung ké hoach hoat dong chung cua td, khdi theo tuan, thang, nam

hoc.
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- To chirc xay dung ké hoach sinh hoat chuyén mon dinh ky it nhat 2 tuan
1 lan.

- Boi dudng chuyén mén, nghiép vu, kiém tra danh gia chét luong hiéu qua,
gido vién trong t6, khéi, quan 1y sir dung tai liéu d6 dung d6 choi, thiét bi gido
duc, cac thanh vién trong t theo ké hoach nha truong.

- Tham gia danh gia xép loai gido vién theo chuan nghé nghiép gido vién
mam non.

- Bé xuit khen thuong, ky luat gido vién.

- Ky duyét gido an ciia giao vién trong khbi. Chiu trach nhiém vé chét luong
chuyén mon khéi 5 tudi.

5. T6 chuyén mén:

* P/c Nguyén Thi Lan: T6 trudng to chuyén mon - Khoi truong khoéi MG
5 tuoi

* P/c Vil Thi Bich Hanh: T phé t6 chuyén mén - Bép trudng

* P/c Trwong Thi Huyén: Khéi trudng khdi MG 4 tudi - Bi thu chi doan
Thanh nién

* P/c Pham Thi Ha: Khéi truong khdi MG 3 tudi.

* P/c Luu Thi Phuong: Khéi truong khoi nha tré.

Nhiém vu ciia t6 chuyén mén gom:

- Xay dung ké hoach hoat dong chung cua td theo tuan, thang, nam hoc
nham thyc hién chuong trinh, ké hoach nudi dudng, cham séc, gido duc tré va cac
hoat dong giao duc khac.

- Thuc hién bdi dudng chuyén mén, nghiép vu, kiém tra, danh gia chat
luong, hi€u qua cong tac nudi dudng, cham séc, gido duc tré va quan 1y sur dung
tai lidu, dd dung, dd choi, thiét bi gido duc cua céac thanh vién trong td theo ké
hoach cua nha truong.

- Tham gia danh gi4, xép loai gido vién theo Chuan nghé nghiép gido vién
mam non; Panh gia vién chic hang nam. P& xuat khen thuong, ky luat gido vién.

- T chuyén mon sinh hoat dinh ky it nhat hai tudn mot lan.

- Ngay mung 5 dau thang nop ké hoach duy gio trong thang. Ngay 27 hang
thang nop két qua kiém tra, du gio. T6 truong chuyén mon du it nhat 3 hoat dong
hoc/1 tuan.

- Phdi hop véi cac bo phan trong nha truong dé hoan thanh tt nhiém vu

dugc giao, cung y té€ kiém tra v€ sinh cac 16p, modi truong gido duc, bép an.
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- Hang thang bao cao két qua hoat dong cua t6 va ké hoach thang sau dé
tong hop thong bao hoi dong su pham vao ngay hop HPSP hang thang.

6. Nhiém vu cua Giao vién dung l6p:

- Pam bao an toan tuyét ddi cho tré, luén quan sat, quan Iy nhém 16p. Bao
vé an toan strc khoe, tinh mang ciia tré trong thoi gian tré ¢ truong. Chap hanh noi
quy, quy ché ctia nha trudng va cac quy dinh vé vé sinh, phong dich bénh, phong
chéng tai nan thuong tich.

- Thuc hién cong tac nudi dudng, cham soc, gido duc tré em theo chuong
trinh giao duc Mam non ciua B GD&DPT ban hanh: chim soc, gido duc tré, soan
bai day du, xdy dung moéi truong gido duc, to chiic cac hoat dong nudi dudng,
cham soc, gido duc tré em; Panh gia va quan 1y tré em; Chiu trach nhiém vé chat
lwong nuoi dudng, chim séc, gido duc tré em; Thuc hién dung quy ché chuyén
mon va ndi quy cua trudng. Tham gia cac hoat dong cua to chuyén mon, ctia nha
truong. Pam bao chét luong va day du ho so sb sach theo quy dinh. Lap ké hoach
gido duc hang tudn duyét trude 1 tuan.

- Trang tri 16p, sap xép d6 dung dd choi va lam db dung d6 choi theo chi
dé chu diém dam bao khoa hoc, thuan tién, an toan.

- Quan 1y va str dung tai san trong nhoém 16p dung quy dinh, khong dé that
thoat, lang phi dién - nudc trong 16p, nha truong. Néu dé xay ra tinh trang that
thoat dién - nudc phai chiu trach nhiém chi tra 1/2 tong sd tién phai tra trong thang
cua truong.

- Vé sinh trong va ngoai 16p sach s&, gon gang. Tong vé sinh 16p vao thir 6
hang tuan, tham gia tong vé sinh trong va ngoai trudng 1 thang/2 1an (vao thu 6
tuan 2 va thir 6 tuan 4)..

- Xin nghi phai ¢6 1y do chinh dang, dugc sy dong ¥ ctua Hiéu trudng moi
dugc nghi. Phai bao cdo Pho hiéu truong, thong tin véi gido vién cung 16p, véi
khu trudng (trir nhitng viée dot xuét, nghi phai xin phép trudc 2 hdm va phai co
gidy xin phép).

- Tham gia hop phai c6 s6 sach ghi chép diy du cac cudc hop ctia nha trudng
va cac tO chtrc doan thé. i hop phai diing gio theo quy dinh thong bao. Mot thang
dur gio ban it nhat 8 gid, ghi chép, danh gia day du.

- Khong di mudn vé sém, dén 16p ding thoi gian quy dinh. Nghiém cdm
lam viéc riéng trong gid don - tra tré. Nghiém cidm bo 16p, bo chau tu tdp ban tan

noi chuyén ri€éng trong gio lam viéc.
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- Gido vién don tré va tra tré tan tay phu huynh, yéu cau phu huynh ghi
thong tin theo doi tinh trang strc khée ctia tré khi dua tré di hoc va don tré vé, cubi
ngay gi4o vién tong hop sb hoc sinh vao sd day du. Khong tra tré cho bat ky ngudi
la. B6n - tra tré phai thé hién tinh cam v&i tré, than thién véi phu huynh.

- Chau di hoc phai khoe manh, khong dén tré dang 6m, bi bénh truyén
nhiém, ... Trudng hop chau s6t dot xuit hodc c6 dau hiéu cac bénh cép tinh, gido
vién goi dién thong bao kip thoi cho Ban giam hiéu, phy huynh dén dén chau ngay
dé dua chau di kham va chita tri (khong dugc tu v cho udng thudc hay cho di
kham bénh khi chua dugc phép cia Ban giam hi¢u hay phu huynh tré).

- Ludn giir &m cho tré vé mua dong, thoang mat vé mua hé. Phai cho tré
ubng nude va vé sinh bang nudc nong vé mua dong. Thuc hién dung quy dinh vé
sinh trude va sau khi an.

- Tuyét d6i khong tu ¥ cat com tap trung an udng trén 16p, bat cir ngay nao
di lam gido vién phai dn com tai truong va an theo ca da phan cong. Khong an
ubng trong gid 1am viéc, khong dé dd an trong 16p. Khong 1am bat ctr viéc riéng
nao trong gio lam viéc theo quy dinh ctia nha truong: Ban hang trén mang, choi
tro choi trén dién thoai, st dung Facebook,....

- Trang phuc phai gon gang, lich su, sach s&, dén 16p mic quan 4o dong
phuc theo quy dinh, cac ngay hoi ngay 1€, hoi nghi mic 4o dai.

- Khong duoc tu ¥ bo 16p di trong gio hoc ma chua c6 sy dong ¥ cua Ban
giam hiéu cho phép. Néu tu ¥ bo gid s& danh gia ha thap thi dua trong thang, nim,
dong thoi bo truc trua khong bao cao thi ngoai viée ha thi dua thang d6 con khong
duoc tinh cong tryuc trua.

- Khong tu y thu tién ngoai cac khoan thu ciia nha truong quy dinh khi chwa
dugc sy déng v cia Ban giam hiéu.

- Khéng dugc tu ¥ giai quyét bt cir mot cong viée gi thude vé pham vi caa
nha truong. Khi cé y kién tham gia cac van dé trong nha trudng, can gip truc tiép
Ban giam hi¢u dé phan anh. Tranh phat ngon tiy tién anh huéng dén doan két noi
b0, uy tin ctia nha truong va moi truong su pham day tré.

- Trau ddi dao dirc, gitt gin phdm chét, danh du, uy tin cta nha gido; Guong
mau, thuong yéu tré em, d6i xtr cong bang va ton trong nhan cach cia tré em; Bao
vé cac quyén va loi ich chinh dang cua tré em; Poan két, giup d& dong nghiép

- T chue tuyén truyén kién thirc khoa hoc nuéi day tré em cho cha me tré.

Chu dong phdi hop véi gia dinh tré dé thyc hién muc tiéu gido duc tré.
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- Rén luyén stc khoe; Hoc tap van hoa; Boi dudng chuyén mén nghiép vu
dé nang cao chat luong nudi dudng, chim séc gido duc tré em.

- Tham gia tich cuc cac phong trao thi dua va cac cudc van dong do nganh,
truong phat dong. Thuc hién cac nghia vu cong dan, cac quy dinh cua phap luat
va cta nganh, cac quy dinh cta nha trudng, quyét dinh ctia Hiéu trudng.

* P/c Trwong Thi Hong - Gido vién, thi quy:

- Thuc hién cadc nhi€ém vu cua giao vién ding 16p.

- Tryc tiép thu tién ctia phu huynh hoc sinh. Quan 1y thu va ndp tién vao
kho bac, quan 1y kho thuc pham. Quan 1y quy nha truong, thanh quyét toan tong
hop quy vao 25 hang thang, 1am bao céo thong ké hang thang va thuong ky, két
hop quan 1y dit li€u nganh va cong nghé thong tin nha truong. Quan ly danh ba
gido vién, danh ba tré va tong hop bao cdo si sd vé phong gido duc vao 27 hang
thang.

- Thu, chi tién khi c6 héa don ching tir hop 1¢, chir ky duyét cua Hiéu
truong, chit ky ctia ngudi ndp, ngudi linh (néu tam tng phai dugc chi tai khoan
ky duyét). Thu va cap phat tién phai dam bao chinh xac dung dbi tuong, du sb
luong, theo dung phiéu hay danh sach da duoc chu tai khoan ky duyét.

7. Bo phan van phong

* Nhén vién Ké toan + Vin thu: B/c Nguyén Thi Hanh

- Phu trach cong tac ké toan cta nha truong (cac khoan thu chi ngan sach,
thu chi hoc phi, cac khoan thu chi thoa thuan, thu chi tién an cla tré¢). Thyc hi¢n
du toan, thanh quyét toan kinh phi thu - chi ting thang, qui, nim theo ché do qui
dinh cta phong tai chinh ké hoach va cuia B tai chinh. Thuc hién luu trit cac hd
so chtng tir, s6 sach ké toan theo quy dinh cua Bo tai chinh.

- Chiu trach nhiém vé s6 liéu tai chinh ctia nha truong, thanh quyét toan tai
s6 thu thanh toan ctia cac 16p, ctia nha trudng. Quan 1y sb liéu tai chinh, cn d6i
cac nguodn thu - chi. Kiém tra cac loai chung tir trude khi vao so ké toan. Lap du
toan, quyét toan luong cac loai. Tryc tiép giao dich ngan hang vé tai chinh cia
truong. Lap danh sach chimg tir lwong. Quan 1y sb tai san cb dinh, cip nhat kip
thoi tai san va quan 1y day du ho so khi thay thé cac tai san cb dinh cua nha trudng,
quan 1y thanh toan hd so bao hiém x4 hoi cia CBGVNV.

- Thue hién cc ché d6 chinh sach cua can bo giao vién nhan vién va tré kip
thoi, cong khai minh bach. Tham muu véi Hiéu truéng vé cong tac sura chira, mua

sam tai san phuc vu hoat dong gido duc trong nha trudng. Hang nam tién hanh
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kiém ké tai san, thuc hién khau hao tai san theo gia tri hao mon khi st dung, nhiing
tai san thanh 1y phai cé sy gidm sat cia Cong doan, Thanh tra nhan dan va bd
phan phu trach.

- Thuc hién day du cac nhiém vu va yéu cau theo quy dinh. Chap hanh
nghiém chinh cac hanh vi bi cdm ddi véi ké toan duoc quy dinh tai Piéu 14 cta
Luat ké toan ban hanh ngay 17/6/2003 ctia Qudc hoi nudec CHXHCN Viét Nam.

- Khong tryc tiép tham gia mua sdm, stra chita tai san nha truong, kiém tra
thuong xuyén viéc sir dung céc tai san, thiét bi, kiém ké theo dinh ky, théng ké
bao cdo. Thyc hién dung ché d6 nguyén tic trong thu chi tai chinh, mua sam,...

- Thuc hién ndm bat kip thoi nhitng thong tin lién quan dén ché d6 cua gido
vién (néu 1am mat quyén loi cta can bd gido vién - nhan vién s& phai bdi thudng
day du nhitng ché d6 di quy dinh.

- Thuc hién duy toan, chiét tinh, bao gia c6 tinh kha thi, dam bao hét stc tiét
kiém tai chinh cho nha truong. Hudng dan can k&, ddy du cac hoa don ching tir
khi thyc hién thanh quyét toan.

- Phu trach may tinh van phong, soan thdo cac van ban, quan 1y theo doi
cap nhat kip thoi so cong van di - dén trén trang quan 1y vin ban.

- Phuc vu tot cac diéu kién vé co sé vat chat cho cac hoi nghi, cac budi hoi
hop, sinh hoat ctia nha trudng. Lam t6t cong tac dbi ndi, déi ngoai, tiép khach theo
ding quy dinh.

- Phéi két hop véi bép truong can d6i du kién Khau phan an cho tré. Phy
trach cong tac doi chiéu sd liéu va in s6 quan 1y theo ddi khau phan an cho tré
hang ngay.

8. B¢ phan nuoi duéng

* Bép trudng:

- Chi dao diéu hanh 1én lich phan cong cong viéc cua cac thanh vién trong
t6 két hop véi ké toan, Ban giam hiéu (hoic trudong khu) kiém tra thuc pham, tiép
nhan thyc pham hang ngay dung quy trinh. Du kién va can d6i khau phan an cho
tré hang ngay trén phan mém tinh khau phan an.

- Chiu trach nhiém trudc nha trudng vé khau that thoat thyc pham va khau
vé sinh an toan thuc pham.

- Xay dung ké hoach dam bao an toan phong chéng chay no.

- Xay dung ké hoach vé sinh bép, dung cy, ca nhan co.

* Nhan vién nau an:
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- Thuc hién nhiém vu dugc giao theo ké hoach va su phan cong ctia hiéu
trwong. Thuc hién quy ché chuyén mén nghé nghiép va chap hanh ndi quy cua
nha truong.

- Thyc hién dGng quy trinh ché bién, nau an cho tré. Tudn thu cac quy dinh
vé vé sinh ATTP trong ché bién an udng cho tré, dam bao khong dé xay ra ngd
doc ddi voi tré.

- C6 trach nhiém nhan thuc phim trong ngdy dam bao dung, du sé lugng,
chat luong VSATTP. Pam bao diy du cac hd so s6 sach theo quy dinh va cép
nhat thong tin thuong xuyén, kip thoi.

- Hoc tap, bdi dudng chuyén mén nghiép vu dé ning cao chat luong nudi
dudng, cham soc giao duc tre.

- Thyc hién tot cong tac tuyén truyén VSATTP va phong chéng dich bénh.

9. B6 phan hé trg quan Iy cic khu truong

- B/c Truong Thi Huyén: Truong khu Dy Nghia

- B/c Nguyén Thi Mai: Truéng khu Cit

- B/c Tran Thi Huong: Truong khu Phi Xa.

- B/c Nguyén Thi Tuyét: Truong khu Kim Son

* Nhiém vu trwéng khu:

- Truc tiép bao quat va bao cao voi1 Hi¢u trudng moi hoat dong cua khu
truong.

- Phu trach cong tac phu huynh va cong tac doan két ndi bo khu truong.

10. Nhiém vu bdo vé

- Bdo v¢ toan bd tai san ctia nha truong, thuong truc tai truong 24/24h.

- Pbi v6i nhitng ngdy nha truong c6 1& hoi 16n nhu khai giang nim hoc,
tong két nam hoc, 20-11, tét trung thu, hdi xuan, 18 hoi 1on khac. Nhic nhd moi
ngudi chdp hanh cac quy dinh khi dén trudng. Néu cao ¥ thirc canh giac va tinh
than trach nhiém khi 1am nhiém vu, dam bao nghiém tuc, lich sy, nha nhan, tan
tinh, chu dao.

- Thuong xuyén tuan tra bao quat toan khu khu vuc trong pham vi quan 1y
cua truong, khong cho nguoi la vao truong khi khong ¢6 nhiém vu. Giam sat,
kiém tra nguoi mang tai san cta nha truong ra ngoai (Khi c6 nghi ngd). Khi co
biéu hién bat thuong vé trat tu tri an phai béo cho lanh dao nha trudng va céng an
biét dé co6 bién phap xir 1y.
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- Quan 1y chia khoa cong. Md va dong cong ra vao dung qui dinh gio theo
yéu cau dam bao dung gid theo quy dinh.

11. Nhiém vu cong tac thi dua - khen thwéng.

- X4y dung cac ké hoach cua timg linh vuc phu trach, dam bao phu hop véi
tinh hinh thuc té cia nha truong.

- Xay dung céc ti€u chi thi dua cho ting thang, timg dot, theo nam hoc.

- Béo cdo két qua cua tung linh vuc sau cac dot, sau ky, sau nam hoc. Panh
gia thuc hién ti€u chi cac linh vyec.

V. TO CHUC THU'C HIEN:

- M&i can b, gi4o vién, nhan vién nha trudng phai trau doi dao duc, gitr
gin pham chat, danh du uy tin cta ban than va nha trudng, doan két tuong tro giup
d& déng nghiép; Rén luyén stc khoé, hoc tip vin hoa, bdi dudng chuyén mon,
nghiép vu dé nang cao chit luong gido duc trong trudng mam non; Thyc hién
nghia vu cong dan va cac quy dinh cua phap luat va cia nganh, cac quy dinh cua
nha trudng, quyét dinh cta hiéu trudng.

- Toan thé Céan bo gido vién, nhan vién chiu trach nhiém vé cong viéc duogc
phéan cong trude Hiéu trudng.

Ké hoach nay duoc thuc hién trong ndm hoc 2023-2024. bé nghi Can bd
gi4o Vién - nhan vién thyc hién ding nhiém vu duoc giao dé phat huy duoc tinh
than trach nhiém, tinh chu dong, sang tao dam bao su doan két théng nhit trong
nha truong.

Noi nhén: HIEU TRUONG
- Phong GD&DT;

- Céc bo phan (dé t/h);
-Luu: VT

Luu Thi Nhiém



