PHONG GD&PT TIEN LANG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG MN BACH PANG Déc 1ap - Tw do - Hanh phuc
$629 /Qb- MNBD Bach Dang,ngdy 15 thang 8 ndm 2023
QUYET PINH

V/v phan cong nhiém vu cho can b giao vién nhan vién trong trwong
Nam hoc 2023- 2024

HIEU TRUONG TRUONG MAM NON BACH PANG

Can ctr Piéu 1¢ Trudng mam non ban hanh kém Ban hanh kém theo
Thong tu s6 52/2020/TT-BGDDT ngay 31 thang 12 nam 2020 cua B trudng
B0 Gi4o duc va Dao tao;

Can ctr Thong tu sO 48/2011/TT-BGD BT ngay 25 thang 10 nam 2011
ban hanh quy dinh vé ché d6 lam viéc d6i véi gido vién Mam non;

Cin cr vao tinh hinh thyc té cta truong Mam non Bach Pang,
QUYET PINH:

Picu 1. Nay phan cong nhiém vu cho can bd gido vién nhan vién (c6 danh
sach phan cong nhiém vu dinh kém).

Piéu 2. Can bd gido vién nhan vién can cr vao nhiém vu cu thé dugc
phéan cong cho phu hgp vé1 dac thu cong viée dugc giao.

Piéu 3. Cac ong (ba) trong Ban giam hiéu, cic td chuyén mon, cac to
chtrc, doan thé trong truong chiu trach nhi¢m thi hanh quyét dinh nay.

Trong qué trinh thuc hién khi can thiét nha truong s& co thay doi, diéu
chinh cho phu hgp.

Quyét dinh co hiéu lyc ké tir ngay ky./.

Noi nhin: 7
- Nhu biéu 3 (dé t/h);
- Luu VT.
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DANH SACH PHAN CONG NHIEM VU
CHO CBGVNV TRUONG MAM NON BACH PANG
, NAM HOC 2023- 2024

(Kem theo quyet dinh so:  /OD —MNTT ngay  thang 8 nam 2023

cua Hiéu truong truong Mam non Bach Dang)

1. Pong chi Pao Thi Ly - Bi thu chi bo- Hiéu truong

- Chiu trach nhiém trudc cdp trén, cic co quan chii quan (Huyén uy,
UBND huyén, phong GD&DT, UBND x3 Bach Pang) vé toan bd hoat dong cua
nha truong.

- Quan ly va diéu hanh moi hoat dong cua nha truong; tri€u tap va chu toa
cac hoat dong cuia nha truong; t6 chirc chi dao trién khai cac chu truong cia
bang, Nha nudc va céac cép t61 CBGV, NV, hoc sinh trong truong.

- Chi dao, quan 1y va giai quyét mot sé cong viée chinh nhu sau:

+ Tai chinh, ké hoach.

+ Céc van dé lién quan dén hoc sinh (Chuyén di, chuyén dén, ky ludt...)

+ Chi dao cac to chirc, doan thé hoat dong theo chirc ning.

+ Cong tac thanh - kiém tra ndi bo trudng hoc.

+ Quan 1y ho so CB, GV, NV.

+ Truc tiép ky duyét KH cuia cac to chiric doan thé, KH chuyén mén cua
nha truong; cac van ban giri cic cip, cac nganh va cac van ban khac lién quan
dén hoat dong nha trudng.

+ Xay dung quy hoach phat trién nha truong, to chirc thuc hién ké hoach
nhiém vu nam hoc, bao cao, danh gia két qua voi cép trén.

+ Chu tich Hoi dong thi dua, khen thudng, ky luat. Thuc hién viée tuyén
dung gido vién, nhan vién, ky két cac hop dong lao dong, tiép nhan va diéu dong
gido vién theo quyét dinh.

+ Thuc hién cac ché d6 chinh sach, quy ché dan chu, cong tac xi hoi hoa
gido duc. Chi dao thuc hién cac phong trao thi dua, cac cudc van dong cua
nganh; thuc hién cong khai dbi voi nha truong.

2. Pong chi Cao Thi Yén - Pho Bi thu chi bo- Phd Hiéu truong — CTCD
truong

- Phu trach CT t6 chic Pang cing v6i dong chi hiéu trudng.

- Phuy trach va chi dao cac hoat dong cong doan.

- Quan 1y va theo ddi cac hoat dong va cac chi s6 vé cong tac thi dua —
khen thudéng cua CB, GV, NV trong truong.

- Xay dung ké hoach va chi dao thuc hién cac cudc van dong va phong
trao thi dua nhu: “Xdy dung truong hoc than thién hoc sinh tich cuc”, Phong



trao thi dua 2 tot, phong trao thi dua Truwong hoc hanh phiic, Phy trach cudc
van dong Hai khong.... va cac phong trao khac trong nam hoc.

Phu tréchq va chi dao thuc mét s6 linh vuc nha truong do Hiéu trudng
phan cong cu thé nhu sau:

- Quan 1y va chi dao thuc hién vé cong tic chuyén mén gido duc:

+ Xay dung ké hoach hoat dong vé cong tac chuyén mon.

+ Quan 1y, diéu hanh cac hoat dong chuyén moén, day hoc tu chon.

+ Quan ly, kiém traz nhan xét cac loai hd so thude linh vuc chuyén mon.
(Lich bao giang, KH cua t6 chuyén mon, KH giang day cua GV ...)

+ Thong ké, tong hop va quan 1y cac chi sd, s6 liéu vé chuyén mén.

7 + Quan ly va chi dao thuc hién cac chuyén dé: Léy tré lam trung tam, Phat
trién van dong....va cac chuyén dé lién quan cong tdc chuyén mon.

- Phuy trach ing dung cong nghé thong tin, co s¢ dit liéu nganh trong nha
truong.

- Phu trach cong tac quan ly nhom tré gia

- Phu trach mang truyén thong trong nha trudng.

- Phu trach cong tac thi dua khen thuéng.

- Phu trach hd so Ban dai dién cha me tré em

- Chi‘ dao ‘thu’c hién cong tac Thu vién. Phu trach phan hé: Quan ly thu
vién cua phan mém V.EMIS.

- Quan ly, luu trlt, nhan va cung (;IVCN trao tra cac loai hd so, Yén bﬁng,
ch&ng chi cua hoc sinh va Cong tac tuyén sinh, quan 1y danh ba tré (s6 danh ba
tré day du thong tin theo nam).

- Phu trach c6ng tac Pho cap GD,

- Phu trach chi dao cac ngay hoi, ngay 1€,

- Phu trach chi dao cong tac tao moi truong trong ngoai 19p, rén né nép
giao vién va hoc sinh...

- Phu trach cong tac kiém tra noi bo. -Ho so tu tudng dao dic- 16i song.

- Cong tac giao ban Ban giam hiéu.

- Chiu trach nhiém cé4 nhan vé cac linh vuc minh duoc phu trach déng thoi
chiu trach nhiém cung Hi€u truong trong cong tac qué}n Iy nha truong
trede phong GD&DT Huyén Tién Lang va UBND x& Bach Pang.

- Thay mat Hiéu truong diéu hanh cac hoat dong, gitp Hiéu trudng giai
quyeét nhﬁ’pg cong viéc, ky duyét cac hoat dong cua can bg, gido vién Vé‘l‘CéC van
ban gui cap trén thu@c linh vyc phu trach khi dugc Hi€u truéng uy quyén, hodc
khi Hiéu truong di vang.



3. Pong chi Nguyén Thi Anh - Ph6 Hiéu truong.

- Phuy trach CT t6 chirc Pang cing v6i Pong chi HT.

- Lam mot sd cong viéc khac khi dugc Hi¢u truong — Bi thu chi bd phan
cong

- Xay dung va chi dao thuc hién ké hoach cua Hoi déng truong.

- Thdng keé, tong hop cac sb lidu.

- Tryc va theo doi quan ly céf: cong viéc khi BGH di vang, giai quyét cac
cong viéc dugc Hicu trudng uy quyén.

- Phu trach CT CSND tré, xay dung thuc don, khéu phﬁn an cua co va tré.
Quyét todn an hang ngay.

- Phéi hop chi dao chuyén mon khéi nha treé.

- Kiém tra giam sat bép an, cong tac Cham soc nudi dudng cua cac 16p.

- Phuy trach Cong tac Y té hoc dudng, va cac t6 chirc XH khac (Poan,
Khuyén hoc...).

- Phu trach CSVC, quan 1y xuat nhap va kiém ké tai san.

- Théng ké, tong hop va quan 1y cac chi sd, sd liéu vé chuyén mén nudi
dudng.

- Phu tré(fh Cong tac an toan truong hoc: Ho so an toan, phong chay chira
chdy, phong chong bao lut, v¢ sinh mdi truong, lao dong.

- Phu trach chi dao thuc hién cong tac Kiém dinh chat luong hang nam.

- Phu trach thuc hién ndi dung Ba cong khai, hd so quy hoach céan bg,

- Thay mat Hiéu trudong diéu hanh cac hoat dong, gitp Hiéu truong giai
quyeét nhﬁ:pg cong viéc, ky duyét cac hoat dong cia can bg, gido vién VE‘l‘CéC van
ban gui cap trén thuc;)c linh vuc phu trach khi dugc Hiéu truong uy quyén, hoac
khi Hi¢u truong di vang.

4. Pong chi Phan Thi Sang - Bi thu Poan THCS H6 Chi Minh

- Xay dung ké hoach va chi dao cac hoat dong ctia Poan TNCS HCM

- Tham gia cung Chu Tich Cong doan chi dao thuc hién phong trao “Xay
dung truong hoc than thién hoc sinh tich cuc”.

- Két hop cung cqéng doan phat dong, duy tri cadc phong trao thi dua cua
gido vién, nha truong, t6 chirc cac hoat dong trong cac ngay I¢ 16n.

- Quan tri mang ( phu trach trang web nha truong )

- Lam mot s cong viéc khac khi Ban giam hiéu phan cong.

- Phuy trach céac phong trao van hoa van nghg.

5. Phan cong Ban thu ky



- Pong chi Nguyén Thi Chanh — La thu ky ghi chép nghi quyét HDSP
cua nha truong.

- Pong chi Lwong Thi Huong - La thu ky ghi chép nghi quyét chi bd.

- Pong chi Tran Thi Hai- 1a thu ky ghi chép cac bién ban khac cta nha
truong.

6. To truéng, to phé to chuyén méon

6.1. Té truwéng té chuyén mén

- Xay dung chuong trinh qhoat dong cﬁ,a t0, giﬁ?p gido vién xay dung kef:
hoach céng tac chuyén mon, kiém tra don doc moi to Viél’l,thl.IC hién dung ké
hoach da dé ra, thao luan, nhan dinh tinh hinh va danh gia két qua gido fiuc hoc
sinh thudc pham vi cta t6 phu trach, ban bac cé bién phap nang cao chat luong
gido duc toan dién.

- T6 trudng trao doi ya‘l danh gia sang kié;n kinh nghiém gido duc, to qhﬁg
du gi(‘)‘lén 16p cua nhau dé rat kin}l nghiém, t6 chtc thao giang, chuyén de, to
chtrc boi dudng nang cao trinh do to6 vién.

- T6 chtic phong tré}o thi d}la trong :[6, nhéan xét danh gia to vién dé} nghi
khen ‘Ehuéng va ky luat doi voi to vién. To truéng chuyén moén quan ly s6 sinh
hoat t6.

- Chiu trach nhi¢m chinh trong viéc soan thdo chuong trinh, ké hoac‘h day.
Hoan the‘mh day du va gui lai S:ho BGH dﬁ?ng han qui dinh c4c yéu cau can ‘béo
cao nhu ké hoach giang day, s6 sinh hoat t6, n¢1 dung 6n tap, cac béo cdo, ho so
khéc.

- C6 trach nhiém phan cong nguoi day thay khi c6 to vién nghi bénh hoic
ban cong tac.

- Tham gia cung BGH nha truong trong cong tac kiém tra hoat déng day
hoc cuia gido vién, hoc sinh.

- Thuc hién mét sb cong viéc khac khi duge Ban giam hiéu phan cong.

6.2. T6 phé t6 chuyén mon

- Thqm muu E:ho t6 trudng trong viéc xdy dung ké hoach va diéu hanh
thuc hién ké hoach t6.

- Soan théo, ghi chép, téng hop cac s6 liéu vé cac hoat dong cua to chuyén
mon.

- PBiéu hanh cac hoat dong chuyén mon khi duoc to trudng uy quyén.

- Thuc hién mét sb cong vi¢c khac khi dugce Ban gidm hi¢u phan cong

7. Pong chi Tran Thi Hai - Ké toan, Kiém vin thu

- Lam ké toan kiém van thu



+ Xay dung ké hoach hoat dong vé cong tic chuyén mén ctia minh
+ Quan ly, diéu hanh cac hoat dong chuyén modn cua van thu, ké toan.

- Xay dung va quan ly CT tai chinh cho truong.Biét tham muu cho Hiéu
treong 1am t6t CT thu chi trong nam hoc.

- C6 trach nhiém tiép tan mdi khi nha truong c6 khach

- Gl}i chép sd cong van di, dén. Luu cac cong van di dén trong may tinh
va trong ho so ctiia nha truong.

- Phu trach cac cong viéc clia nhan vién ké toan theo quy dinh ctia nganh.

- P& xuét phuong 4n va thao cac hop dong lao dong trong nha trudng.

- C6 ké hoach thu chi cac khoan quy ciia nha truong hop 1y va tiét kiém.

- Theo ddi va cap nhat s6 Bao hiém cua CBGV NV trong trudng.

- Quan ly kiém ké tai san cac 16p. Cung Pong chi Phé Hiéu truong quan

1y tot Co s vat chat.

- C(’z trach nbiém chuyén cac loai céng vin di, dén (Cdc loai céng vin
phai chuyén truc tiép khong qua hop thu).

- Tham gia cac hoat dong khac khi Ban giam hi¢u phan cong.

8. Nhiém vu cua gido vién

- Truc tiép cham soc gido duc, nuodi dudng tré

- Lap ké hoach, t6 chirc cac hoat dong cham so6c giao duc tré

- Chuan bi day du ho so, s6 sach, do dung day hoc cta co6 va tré, tao moi
truong gido duc trong, ngoai 16p

- Cham soc, giao duc tré dam bao an toan

- C6 danh gia tré vé stc khoe va gido duc theo ngay theo giai doan

- Tich cuc hoc tap, bdi dudng chuyén mon, bdi dudng thuong xuyén
- Thyc hién ding quy ché chuyén mon, ché d6 sinh hoat trong ngay

- Tham gia tich cuc cac hoat dong ngoai khoa, lam tét cong tac tuyén
truyén t6i cac bac phy huynh vé cong tac cham soc gido duc tré

- Thyc hién mot sb nhiém vu phan cong cia Ban giam hi¢u nha truong

9.Nhiém vu cia ¢6 nuoi

- Thuc hién ché bién cac moén an ngon, dam bao yéu cau theo quy dinh,
dam bao thoi gian.

- Thuyc hién giao nhan thyc pham nghiém tic theo quy dinh

- C6 trach nhiém v¢ sinh sach sé trong va ngoai khu vuc bép an



- Kiém tra, tham 16p, du gio an cac 16p
- Thuc hién mét s6 nhi€ém vu phan cong cua Ban gidm hiéu nha truong.
10. Nhi€ém vu ciia bao vé

Bdao vé€ chiu trach nhi¢ém quan ly va ddm bdo an toan toan bd céc tai san
trong nha truong. Giap GV cac 16p nhiing viéc lién quan dén hoat dong ctia nha
truong. Gitr gin trat ty cong cong dam bao an toan vé ngudi va tai san, tao diéu
kién cho can b, gido vién, nhan vién va hoc sinh thyc hién tdt nhiém vu.

Quan ly, gitr gin va cham soc toan bo tai san: Cay xanh, vat li¢u va céc tai
san, thiét bi trong khuén vién nha trudng, trong cac phong dugc giao khoa va
bdo v¢€ an toan trong cac phong khac.

T‘heo doi, tu sta ‘nhc") co s& vat chat cia nha truong nhu dién nudc dd
dung, d6 choi cua tré, dong thoi tham muu tu stra muc 16n voi BGH. Chiu trach
nhiém trang tri, am thanh loa dai, phong bat cho cac su kién, hoat dong 16n cia
nha truong.

Thuc hién cac cong viéc khi Hi€u trudng phan cong

12. Danh sach phan cong gi4o vién, nhan vién cu thé

TT HOQ TEN NHIEM VU

1 Phan Thi Sang Gi4o vién chu nhiém 16p 5STA
2 Nguyén Thi Vi Giao vién chii nhiém 16p STA
3 | Pham Thi Hang Gi4o vién cha nhiém 16p 5TB
4 D6 Thi Lan Anh Gi4o vién chi nhiém 16p 5TB
5 | Pao Thi Hang A Gi4o vién chil nhiém 1ép 5TC
6 Nguyén Thi Phuong Giao vién cha nhiém 16p STC
7 Doan Thi Hau Gi&o vién cha nhiém 16p 4TA
8 | BuiThiLé Gido vién chu nhiém 16p 4TA
9 | Pao Thi Hing B Gi4o vién cha nhiém 16p 4TB
10 | Nguyén Thi Lan Gio vién chii nhiém 16p 4TB
9 Pham Thi Phuong Gi4o vién chu nhiém 16p 4TC
10 | Vi Thi Mo Gido vién chu nhi¢m 16p 4TC
11 | Luvong Thi Huong Gido vién chu nhiém l6p 3TA
12 | Vi Thi Diu Gi4do vién chi nhiém 16p 3TA




13 | Pao Thi Liéu Gi14o vién chu nhiém 16p 3TB
14 | Nguyén Thi Mai Phuong Gido vién chu nhiém 16p 3TB
15 | Nguyén Thi Luyén Gi4o vién chii nhiém 16p 3TC
16 | Duong Thi Thuy ( ¢c6 nuéi) | Phulop 3TC

17 | Nguyén Thi Chanh Gido vién chu nhi¢m l6p CTA
18 | Dao Thi Thon Gi4o vién chu nhiém 16p CTA
19 | Nguyén Thi Dau Gido vién chu nhiém l6p CTB
20 | Luvong Thi Tinh Gido vién chi nhiém l6p CTB
21 | Nguyén Thi Sao Gido vién chu nhi¢m l6p CTC
22 | Vi Thi Muot Gido vién chu nhi¢m lop CTC
23 | Tran Thi Hai Ké toan- Van thu

24 | Pham Thj Phuong Cd nudi- Bép truong

25 | Pham Thi Khuong Co6 nuoi

26 | Pham Thi Xuan C6 nuoi

27 | Pham Thi Xim C6 nubi

28 | Nguyén Thi Thu Huong CO nudi

29 | Pham Tuan Anh Béo vé (khu trung tam)

30 | Nguyén Vin Dan Bao vé (khu 1é Phac Xuyén)
Noi nhin: HIEU TRUONG

- Cac T6 CM, TH VP,
- Luu VT, Hso KTNB.

Pao Thi Ly
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