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UBND HUYEN KIEN THUY  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS TU SON Doc lap — Tu do — Hanh phtc

PHAN CONG NHIEM VU
Nam hoc 2023-2024
(Kém theo quyér dinh sé  /OP-THCSTS ngay 29 thdng 8 nam 2023)

I. CAC CAN CU:

Can cir vao Ludt Gido duc - Sé 43/2019/QH14 ngay 14/6/2019 cua Quéc hdi
nudoc Cong hoa xa hoi chu nghia Viét Nam;

Can cir vao Diéu 1é trwong trung hoc (Ban hanh kém Théng tw s6
32/2020/TT-BGDBT ngay 15/9/2020 cua B¢ truong Bo Gido duc va Pao tao);

Cdan cir vao Thong tw s6 15/2017/TT-BGD&PT ngay 09/6/2017 cua Bo
GD&PT sira doi, bé sung mét sé dieu cia Quy dinh ché dé 1am viéc dai véi gido
vién phé thdng ban hanh kém theo Thong tw so 28/2009/TT-BGDDT ngay
21/10/2009 cua Bg truéng B GD&DT; Thdng tur sé 16/2017/TT-BGD&PT ngay
12/7/2017 ciia Bé GD&PT vé viéc huréng dan danh muc khung vi tri viéc 1am va
dinh mizc sé lwong nguoi 1am viéc trong cac co sé gido duc phé théng cong lap;
Ngh; dinh sé 30/2020/NP-CP ngay 05/3/2020 vé cong tac van thu;

Cdn ci cdc van ban chi dao, hwéng dan cia S GDPT Hai phong, cia phong
GDPT huyén Kién Thuy vé viéc thyec hién nhiém vu nam hoc 2023-2024;

Cdn cir vao dé nghj cua bé phan chuyén mon;

Trirong THCS Tu Son dé nghj toan thé CB, GV, NV, NLD nha truwong thuc
hién tét viéc phan céng nhiém vy va cac quy dinh sau:

I1. PHAN CONG NHIEM VU CU THE:
1. Pong chi Nguyén Tién Thay - Bi Thu Chi bo, Hiéu trudong nha truong:
- Chi dao chung cong tac Pang, cong tac chinh quyén nha trudng;
- Xay dung ké hoach nim hoc cua nha truong;
- Cong tac t6 chic b may nha truong bao gom: Céan bo céng chirc vién chirc
va HS;
- Cong tac tai chinh;
- Cong tac thi dua;
- T6 truéng té cha nhiém;
- Theo ddi, phu trach T6 KH Ty nhién.
2. Pong chi Poan Pic Poat - Pho hiéu truong nha truong
- Cong tac chi dao va quan ly Chuyén mon cia nha truong;
- Xay dung KH, t6 chire kiém tra noi bo nha truong;
- Cong tac thu vién truong hoc;
- Cong tac thiét bi - thi nghiém va d6 dung;
- Phu trach cong tac thi dua khoi hoc sinh, chi dao c¢éng tac y té truong hoc;
- COng tac co so vat chat nha truong;
- Cong tac pho cap gido duc:
- Theo dbi, phu trach t6 KH xa hoi, to vin phong;
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- T6 phd t chu nhiém, phé Ban phu trach Dai - ¢b van, giam sét.
3. Pong chi Tran Thi Ut Quyén- Gido vién, Tong phu trach Doi
- Chi dao, quan 1y cong tac Doi TN Tién phong H6 Chi Minh caa nha truong;
- T6 phd td chu nhiém:;
- Phu trach cong tac lao dong va vé sinh truong hoc;
- Quan ly va theo ddi cong tac thi dua khdi hoc sinh;
- Thanh vién tiéu ban quan tri, théng ké két qua cac bai thi, kiém tra;
- Tham gia cdng tac phé cap GD.
4. Pong chi L& Xuan Mén - Chu tich Cong doan
- Ph6 chu tich thuong truc Hoi dong thi dua khen thuong va ky luat nha
truong;
- Theo d&i va luu trit hd so thi dua ctia nha truong;
- Trudng ban xay dung truong Xanh - Sach - Bep;
- Tham gia giang day va chu nhiém 16p.
- Tham gia cong tac pho cap GD
5. Pong chi Nguyén Thi Tuyét Mai - Thu ky Hoi dong su pham nha truong
- Lam cong tac t6 chac cac Hoi nghi;
- Luu trit 56 NQ Hoi dong nha truong;
- Ghi bién ban cac Hoi nghi trong nha truong;
- Lam cdng tac thdng ké, tong hop:;
- Tham gia 1am cdng tac phé cap;
- Thu ky t6 cha nhiém, Ban dai dién cha me hoc sinh;
- Tham gia giang day va chu nhiém 16p.
6. Pong chi Nguyén Thi Ngan - T6 truéng t6 KH ty nhién
- Quan ly va chi dao t6 khoa hoc ty nhién (KHTN);
- Kiém tra noi bo t6 KHTN, mot sé noi dung kiém tra ciia nha trudng:
- Cap nhat, luu trit ho so To chuy@n mon;
- Duyét KH cuaa cac nhom, cac thanh vién cua té trén PM quan Iy CM
http://qlcm.haiphong.edu.vn.
- Tham gia giang day, chu nhiém lop.
7. Pong chi Nguyén Thi Thu Hién - To truong to KH x& hoi
- Quan ly va chi dao t6 khoa hoc xa hoi (KHXH);
- Kiém tra noi bo t6 KHXH, mot s6 noi dung kiém tra ctia nha truong;
- Cap nhat, luu trit hd so T6 chuy&n mén;
- Duyét KH cua cac nhom, céc thanh vién cua to trén PM quan ly CM
http://glcm.haiphong.edu.vn.
- Tham gia giang day va cha nhiém lap.
8. Pong chi Bui Thi Thanh - Nhan vién Ké toan
- Gilip Hiéu trudng vé cong tac ké toan - tai chinh;
- Gilip Hiéu truéng vé cong tac tién luong, co so vat chat nha truong;
- Gilip Hiéu trudng vé cdng tac to chic can bd VC nha trudng;
- T6 trudng to vin phong;
- Tham gia cong tac pho cap;
- Thanh vién t6 Quan tri s6 diém dién tir;
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- Phu trach cong tac Y té hoc duong;

- Cap nhat, luu trir hd so cac cong tac giap Hiéu trudng;

- Cbng tac cong khai;

- H tro d/c Poat cdng tac co sé vat chat nha trudng.

9. Pong chi L& Thi Bic - Nhan vién Vin thu luu trit, tha quy nha truong.

- Phu trach cong tac Van thu nha truong;

- Quan ly céc hop thu thestuson@kienthuy.edu.vn; https://glvb.hpnet.vn/;
Kiém tra dé nhan thu dén, in 4n, bao co 1anh dao, luu trit theo quy dinh, chuyén
tiép kip thoi thu dén céc ca nhan, bo phan lién quan; (Nghi dinh 30/2020/ND-CP)

- Cap nhat va thyc hién théng tin hai chiéu:

- Quan ly va sir dung con diu nha trudng;

- Trudng tiéu ban quan tri, théng ké két qua cac bai thi, kiém tra;

- Tham gia cdng tac tuyén sinh;

- Cap nhat, luu trit ho so cac cong tac dugc phan cong;

10. Pong chi Pham Thi Hong Hién - cong tac Thu vién, Thiét bi - Thi nghiém

- T4 chtic céc hoat dong Thu vién trudng hoc (T6 chire hoc sinh doc va muon
cac loai s&ch, bao, tap chi, ...);

- Tham muu voi nha truong té chirc ¢6 hiéu qua cac hoat dong cua Thu vién
truong hoc nhét 1a chuyén dan thu vién truong hoc vé 16p hoc;

- Quan ly cac trang thiét bi, ¢4 dung day hoc;

- Cuing v&i GV bo mdn td chirc cac hoat dong cua cac phong hoc bo mon, dd
dung thiét bi - thi nghiém:

- CO trach nhiém tham muu véi nha truong vé quan 1y va si dung c6 hiéu
qua cac phong hoc bo mdn, trang thiét bj do dung day hoc;

- Cap nhat, luu trir hd so cac cong tac duoc phu trach.

11. P/c Vii Manh Hai - Phu trach cdng nghé thong tin nha truong

- Giang day tin hoc (theo phan cong);

- Phuy trach cé&c noi dung lién quan dén “ki thuat s6, chuyén doi s6” trong nha
truong (thiét bi phan ctiing, cac phan mém);

- Tham gia quan tri cac Website cta truong;

- Tham gia ciing véi CM quan tri CSDL nganh, s6 dang bg, so diém dién
ta...

12. B/c Bui Thi Ngoc Mai — Thuc hién nhiém vu cdng nghé thong tin nha truong

- Giang day tin hoc (theo phan cong);

- Thyc hién cé&c noi dung dugc phan cdng lién quan dén “ki thuat sb, chuyén
d6i s6” trong nha trudng, lién quan CSDL nganh, s6 dang b, s6 diém dién t;

- Tham gia quan ly bai diang cac Website cia truong;

13. Giao vién ding lop (32 dong chi - c6 phan cong chuyén mon kém theo)

I11. VIEC CAP NHAT, HOAN THIEN VA LUU TRU HO SO:
1. Ho so cuaa gido vién gom 4 loai do giao vién cap nhat, hoan thién va luu trix
bao gom:
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Ké hoach day hoc; KHBD (Gido &n); S6 diém; Sb chu nhiém (néu 1am CN);
Cac van ban chi dao CM trong nam hoc.

2. Hd so ciia té chuyén mon: do t6 truéng CM hoan thién bao gém 7 loai: (c6
thé thay ddi theo tinh hinh cu thé)

- Ké hoach hoat dong cua to;

- KHGD cua to

- Bién ban hop t6, nhém:;

- Quy dé kiém tra dinh ky;

- Ho so danh gia gido vién trong to;

- B4o céo ké hoach va tong két cong tac chuyén mén;

- Ho so thyc hién cac chuyén dé to, cum chuyén mon;

- Cac van ban chi dao CM cua céc cap quan ly.

3. Hé so nha trudng: Giao cho ting ¢4 nhan, bo phan chiu trach nhiém cap nhat,
hoan thién va luu trir:
3.1. Pong chi Tran Thi Ut Quyén - Gio vién - Tong phu trach Doi

- Ho so cong tac Poi theo quy dinh;

- Ho so thi dua khdi hoc sinh. S6 dau bai cac 16p;

- Ho so lao dong.

3.2. P/c Lé Thi Bic- Nhan vién Van thu luu trit, Thu quy - H6 so gom:

- S6 dang bo; So theo dbi HS chuyén di chuyén dén; S6 goi tén ghi diém; S6
ghi dau bai; Hoc ba HS; S6 ké hoach giang day; S6 cip phat van bang, ching chi;
Ho so ky luat HS; S6 QL va hd so luu trit cac van ban, cong vin di, cong van dén;
Ho so tuyén sinh; Ho so tét nghiép; Bai kiém tra cua HS; Ho so thi lai...

- Ho so lién quan cong tac Thi quy nha truong theo quy dinh.

3.3. Pong chi Pham Thi Hong Hién Thiét bi - Thi nghiém, Thu vién

- Ho so QL va sir dung thiét bi ¢6 dung (Ké& hoach nim hoc, Tong két nam
hoc, danh muc, sb ding ky tai san kém theo hoa don va BB ban giao, s6 muon va
tra; cac loai CV chi dao cua cac cap, BB kiém tra caa cac doan kiém tra,...)

- Ho so QL va st dung Thu vién (K& hoach nim hoc, Téng két nam hoc,
danh muc, s6 diang ky tai san kém theo hoa don va BB ban giao, s muon tra ...,
cac loai cong vin chi dao cua cac cap, bién ban kiém tra ciia cac doan kiém tra,...)
3.4. Pong chi Bui Thi Thanh - Nhan vién Ké toan

- Ho so Quan Iy va st dung tai chinh theo quy dinh; cac PM lién quan;

- S6 tai san; PM quan ly tai san;

- Ho so QL va str dung co s& vat chat nha truong;

- Ho so céan b, vién chac; PM quéan 1.

- H6 so theo dai sirc khoe HS;

3.5. Pong chi Poan Pic Poat - Phd hiéu truong luu trit cac loai hd so bao gdm:

- Ho so phd cap;

- Ho6 so kiém tra noi bo, ho so danh gia gido vién va nhan vién;

- Ho so gido duc d6i voi HS khuyét tat hoac hoa nhap;

- Ho so chuy&n mén ctia nha trudng;

- Quy dé kiém tra dinh ky, hoc ky, thi hoc sinh gioi, thi vao 16p 10;

- Bién ban kiém tra cac chuyén dé:



- Ho so cong tac tuyén sinh;
- Hb so cong tac an toan trudng hoc (PCCC, phong chéng cttu nan, phong
chéng bao lyc hoc dudng, phong dich COVID...);
- Cac Van ban chi dao CM cua cac cap QL.
3.6. Pong chi L& Xuan Mén - Cap uy, Chu tich Cong doan
- H6 so thi dua cua nha truong;
- Ho so thyc hién quy ché dan cha trong trudng hoc;
- HO so cong tac phap ché;
- H6 so chi bo.
3.7. Pong chi Nguyén Thij Tuyét Mai - Thu ky Hoi ddng su pham nha truong
- Ghi bién ban cac Hoi nghi, ghi va quan Iy s6 NQ nha truong va NQ cua
Hoi dong truong, NQ cua BBD CMHS.
4. COng tac t6 chirc.
4.1- Tiéu ban PC: B/c Poat - Trudng tiéu ban; d/c L.Mén; d/c Quyén; d/c Thanh.
4.2- T6 chii nhiém: (C6 quyét dinh kém theo)
To truong:  B/c Nguyén Tién Thuy
Toph6 TT: B/c Quyén
T6 pho ¢b van, giam sat: B/c Poat
Thu ky: b/c Mai
Uy vién: GVCN cua 22 16p.
4.3- Ban phu trach Pdi: (C6 quyét dinh kém theo)
Truong ban: B/c Thuy
Pho Ban TT: B/c Quyén
Phé ban ¢ van, giam sat: D/c Doat
Uy vién: Gido vién day Am nhac, My Thuat va GVCN cua 22 16p.
4.4- Ban thanh tra nhan dan:
Trudng ban: B/c Vii Manh Hai
Uy vién: B/c BUi Thi Mai
Uy vién: B/c L& Thi Bach
4.5- Thanh lap Poan kiém tra chuyén dé; kiém tra néi b - théng bao sau
b/c Doat: Trudéng doan
b/c Mai: Thu ky

CAc t6 truong: Pho truong doan

Gi4o vién bo mon cbt can cac mon: Uy vién
5. Viéc xay dung céac ké hoach:

- Cac d/c to chuy@&n mén, té van phong; TPT Doi, can bo Thu vién, Thiét bi,
D/c Phd Hiéu truong, xay dung ké hoach nim hoc dén 16/9 nop vé nha truong
(b/c Hiéu trudng nhan)

6. Ché d¢ béao céo:

- Céc t6 CM nop béo co phu trach CM nha truong, bo phan CM, TPT Doi
GVCN 1ép bao céo vé nha truong vao khoang tir 25 dén 27 hang thang; noi dung
bao cao day du trung thuc chinh xéac va theo mau quy dinh.

- Nha truong bao cao phong GD, bU UBND vao 28 - 29 hang thang.



IV. TO CHUC THUC HIEN

1- CAc t6 chuyén mon, cac d/c nhan vién phuc vu, d/c Pho hiéu trudng, tong
phu trach Doi tu xay dung ké hoach cho té chirc minh bing nhitng viéc 1am cu
thé, phan céng trach nhiém dam nhiém, t6 chirc cac thanh vién dang ky thuc hién
c6 hiéu qua; trong qua trinh thuc hién c6 gi vudng mac bao cao Hiéu trudng xin
y kién cung giai quyét

2- Hoi dong thi dua nha trudng can ctir noi dung trén xay dung biéu diém thi
dua va danh gia thi dua ddi véi ting tap thé, té chac va ca nhan trong tiing hoc ky
va ca nam hoc

3- Nha truong cung vai Cong doan truong thuc hién chic nang dong vién,
giam sat va danh gia mac do hoan thanh cong viéc, xay dung co ché khen thuong
chinh xac va kip thoi dong vién dugc phong trao thi dua day tét va hoc tét

Tu Son, ngay 29 thang 8 nam 2023
Noi nhgn HIEU TRUONG
- Chi bo THCS Tu Son (dé bc);
- Toan thé CB,VC,NLP nha truong;
- Cac T6 CM;
- Cong doan truong; . .
- TPT Doi; Nguyeén Tien Thuy
- Luu: VT.
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