. UBNDHUYEN AN LAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS QUANG TRUNG Péc lap - Tw do - Hanh phiic

S6: 28/QD-THCSQTr Quang Trung, ngay 02 thang 8 nam 2023

QUYET PINH |

Vé viéc phin cong lao dong cho cac thanh vién trong nha treong.
Nim hoc 2023 - 2024

HIEU TRUONG TRUONG THCS QUANG TRUNG

Cin ctr Thong tu sé 32/2020/TT- BGDDT ngay15 thang 9 nam 2Q20 c’:ﬁa B6 GD&DT
ban hanh Diéu 1& truodng THCS, trudong THPT va truong phé thong c6 nhiéu cap hoc;

Cin clr cic quyét dinh vé viéc bé nhiém Hiéu truéong, Pho hicu trudng truong THCS
Quang Trung; ‘

Cian ctr Thong tu s§ 35/2006/TTLT-BGDDT-BNV, ngiy 23 thang 8 ndm 2006 vé Huong
d4n dinh mirc bién ché vién chirc & cac co s& gido duc pho thong cong 14p; e

Cin cir Théng tu 28/2009-TT-BGD DT, ngay 21/10/2009 ban hanh quy dinh vé ché do
lam viéc d6i véi gido vién phd théng va Thong tu sé 15/2017/TT-BGD DT, ngay 09 thang 6
nim 2007 vé stra d6i, b6 sung mot sé diéu cia Quy dinh ché d6 lam viéc vai gido vién phd
thong;

Cin ¢ vao tinh hinh thuc té cia don vi;

Xét nang luc va kha nang cong tac cua can bd, giao vién, nhan vién.

QUYET PINH :

Piéu 1. Phan cong nhiém vu cho cén bo, g140 vién, nhan vién trong nha trudng nim hoc
2023 — 2024 (co danh sach kem theo).

Piéu 2. Can bd, gido vién, nhan vién trong nha trudng cén cr vao nhiém vu cu thé duoc
phan cong c6 trich nhiém xdy dung ké hoach hoat déng va thuc hién ké hoach c6 hiéu qua,
phu hgp vaoi dic thu cong viéc duge giao.

Piéu 3. Cac ong (ba) trong Ban lanh dao, céc t6 chuyén moén, cac t6 chirc doan thé trong
trudng va r}hfrng ngudi co tén tai Pieu 1 chiju trach nhiém thi hanh quyét dinh nay.

Quyét dinh c6 hiéu luc ké tir ngay ky.

Noi nhan

- Nhur diéu 3;

- PGD (b/c)

- Ban dai dién CMHS (p/h);

- Cong doan, Dgi TN truong, GV,NV (v/h);
- Website trrong

- Luu VT.
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DANH SACH PHAN CONG NHIEM VU
CHO CAN BO, GIAO VIEN, NHAN VIEN
NAM HOC 2023 - 2024
(Kém theo quyét dinh 56:20/0D-THCSQT ngay 2 thang 8 nam 2023
cuia Hiéu truong truong) 1. HCS Quang Trung

1. P/c Nguyén Thj Tam- Hiéu truong:
Lanh dao, chi dao, quan ly toan di€
cua Bi thu chi bd, hiéu trudng nha truong. I R

Phu trach chung; truc tiép phuy trach cong tac tu tuomg, chinh tri, ke hoach, t(: chu’c,
cong tic can bg, phat trién nha trudong; lanh dgo cong tac cong doan, cﬁng téC’CSVP, (’:ongﬂtac
gido duc dao duc hoc sinh; cong tac phé cép gido duc; cong tac quan li tai chinh, tal ian; cons
tac thi dua khen thudng; cong tac tuyén dung gido vién. Trudng ban chi dao phong chong tham
nhiing, cong khai, dan chu. ’ ,

Quén 1y cong tic day thém hoc thém, cac hoat dong lién két K7 nang song, Tieng Anh
c6 yéu té nudc ngoai: Ho so phap 1y (Xay dung ké hoach DTHT cua nha truong; Dang ki tu
nguyén cia PHHS va hoc sinh; Ki két hop dong, quan ly hoat dong thu- chi, tham gia du g10,
danh gia chat lugng...)

Ki cic vin ban, to trinh, bdo cdo véi UBND Huyén. Phong Gido duc va Dao tao va cac
vin ban khac thudc thim quyén ciia Hiéu trudng, Bi thu chi bd theo quy dinh cua phéap luat.

Truc tiép sinh hoat chuyén mon cung t6 KHXH; t6 vin phong.

Chiu trach nhiém vé chét lugng chung ciia nha trudng.

Té chirc thuc hién cac cong viéc khéc theo su phén cong cua cac cap c6 tham quyeén.

2. P/c Nguyén Thu Hing - Phé hiéu trudng:

La phé Hiéu trudng, Phé bi thu chi by, thue hi€n va chiu trach nhi€ém trude hi€u truong
vé nhiém vu dugc hiéu truong phan cong. Thay mat hi€u trudng diéu hanh hoat dong cia nha
trufmg khi dugc hiéu truong 1’1y, quyén, cung hiéu truong chiu trach nhi€ém trudc cép trén vé
phan vigc dugce giao; Ki duyét s6 diém, Hoc ba khi dugc Hiéu trudng ity quyén; Tham gia sinh
hoat chuyén mon véi t6 KHTN.

| * Nhiém vu cu thé:’ Phu trach cong tac chuyén mon day va hoc, cong tac Lao dong vé
sinh, CSVC cac ph(‘)ng’ thif,t b1 TN, tl}u vién; Chiju trach nhiém vé chét lugng chuyén mon, chat
hf(_mg KSCL do céc cap to chuc, chat lugng HSG, thi vao 10, hi¢u qua cia viéc st dung thiét
bi, thi nghiém... trong cOng tac gidng day.
- Phu trach quan 1y co s& vat chat ciia nha trudng. Quan Iy PMCSDL nha trudng, PM
QL chuyén mén ..
A o Bt g s st i i S S
doén'.chiu trach nh'iém. Ve chét);uorn § a’ : f’uong;.Chl R — .
, chl : yng cong tac Doan- DAi.
nghd c}):go?i tgi l;(;l@iuo;lg df?l ng}J’,.céng tfic lac: d(‘)l’lg V€ sinh, cong tic hudng nghiép day
; g hoc sinh gidi, hoc sinh yeu kém, hoat ddng ngoai gitr 1én 16p,

n moi hoat dong thudc chuc ning, nhiém vu, quyen han

cac nol
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méi truong, hoat dong trai nghiém... va ing dung cong

ngh¢ thong tin. . 19 cdne tic day thém hoc thém, céc hoat dong lién

| R A 1 l Cong ta
_ Cung Hiéu truong tham gia quan y cOtie = ; : s B
Két Ki ning ff')ng, Tiéng Anh c6 yeu to nudc ngoat: Xay dyung ke hoach DTH:F vy nhti giul(:;g;
- a nhan ké hoach DTHT va vic thuc hién ke hoach cia IV DFLAT, i B

bidu, day thay; kiém tra hd so gido 4n, du gio, danh gia chét lugng, xac nhén so tiet thuc 1€ de
chi tra cho gido vién...) L

- Trién khai va luu hd so kiém tra ndi by Giao vien.

- Trién khai va luu cac hd so chuyén mon 0}'1a nha truong.

- Phu tréich chinh di¢u hanh cong tac pho cap.

- Xﬁ)‘/ dung va td chirc thuc hién cac ké hoach do hi¢u truong
3. To trudéng, t6 ph6 chuyén mon:
* T4 trwomg t& KHXH, to KHTN: g
* Nhiém vu: Xay dung ké hoach hoat dong cua td, hudng dan xdy dung va quan li to vién theo
ké hoach gido duc cua t4 va céc hoat dong gido duc khac cua nha truong.

- T chirc bdi dudng chuyén mon, nghiép vu, dbi méi phuong phap
kiém tra dénh gia. ,

- Chiu trach nhiém trudc Hi€u truong vé viéc danh gia xép loai cac thanh vién cua to
theo quy dinh cua Chun nghé nghiép GV trung hoc.

’ 2

- Tham gia quan li viéc thyc hién quy ch€ chuyen mon cua to, giip BGH kiém tra toan
dién gido vién, kiém tra chuyén dé khi dugc phin cong; két hop véi té6 cong doan t6 chirc
phong trao thi dua day t6t hoc tt trong t& va nha trudng, xay dung truong hoc than thien hoc
sinh tich cuc.

- Tham gia truc 1anh dao cung BGH.

- Chiu trach nhiém vé chit lrgng ciia to chuyén mén do minh phu trach.

* T6 phé t6 KHXH, to phé KHTN:

- Gi}'lp viéc cho td trudng tham gia quan li t6, phan cong gido vién day thay khi ¢ gido
vién nghi om hoic di cong tac, hoc tdp theo quy dinh. Thuc hién céc nhiém vu khi td truong
phén cong.

- Tham gia truc 1anh dao cung BGH.

* To truwdng to vin phong:

Xay (,h,mg ké hf)ach t, ké hoach phai dugc Hi€u trudng phé duyét.

o Trién Akhai ’da’iy dﬁo?hién} 'vu.cc“)ng tac vén'thu, cong tac tai chinh, xdy dung va bao
quan CSVC, cong tac thu vign, thict bi, cong tic y té truong hoc, bao \(

o Phén cong céc cong viéc trong to, truc vin
k€ hoach.

phan cong.

day hoc, doi moi

phong céc ngay lam viéc trong tuan theo

: u Tha}\y mat H.léu truong quan 1i moi hoat dong cua té vién trong t6 clia minh vé ché do
am vice, ve thue hién nhiém vu dugc giao, chiu trach nhiém danh g1a .
chirc theo quy dinh. | ,

- Ddm bao trién khai sinh hoat té 2 13 ' 5 sé
A * 3 \ ’ . o an . Lam Vl 3
phong theo gi¢ hanh chinh, khi di cong tac phai bao céo rd 1i do. ) e

x€p loai thi dua vién
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4. Céc ddng chi gido vien:
* Nhiem vu: "
= g:;in:hvﬁ.nh nhiém vu cua gido vien theo Dieu I¢.
t20 vién b mon: Bl wu , ;
T'?hlz(c) :1;2: EZyn;ch theo k& hoach va phan cﬁng’chuyen mon e ; .
hoc sinh t.rong cac hoat dong gié9 dl;lc (110
2n mon: chiu trach nhiém vé chat lugng, A
;:1;1;3;::;2’;}2: ttl:? gido vién day gioi, 10 vién chi nhiém gio1 hanag nam. 3 o
' pt el ; 6 . phé duyét. Thuc hién nghiem tuc
- Tham gia day thém néu c6 don va dugc higu truong pA ~y. . Py
: A A 2o van ba i "a cip trén ciing nhu K€ hoach, quy dI
cic quy dinh vé day thém theo cac van ban chi dao cua cap
cia nha truong. ’ ) g
_ Tham gia cong tac pho cép gido duc cuadiap ; ) .
- Gitr gii phé'irf chétl? danhpdt_r, uy tin cua nha gido, guong mau ;[rué[c hf,)c': smh;' ntllln:iong
yéu, ton trong hoc sinh, d5i xir cong bang v6i hoc sinh, bao vé cac quyen vz: lo1 ‘101} chi - 31:8
cta hoc sinh; doan két, giup d& dong nghiép; tao dyng mo1 truong hoc tap va lam viéc dan
chu, than thién, hop tic, an toan va lanh manh; . : N
- Phéi hop véi gido vién chi nhiém, cic gido vien khéc, gia dinh hoc sinh, Doan - Do1
trong day hoc va gido duc hoc sinh; Tham gia danh gia hoc sinh.
- Thuc hién cic nhiém vu khéc theo quy dinh cta phap luat.
- Thuc hién c4c nhiém vu khac khi dugc Hi€u truong phan cOng
+ Gido vién chi nhiém
Ngoai cac nhiém vu cia GVBM con c6 nhitng nhi€ém vu sau day: :
- Xay dung ké hoach va thuc hién céc hoat dong gido duc phu hop véi dic diém, hoan
canh va diéu kién thuc té nham thic dz’iy Sur tién bd cua ca 1dp va cua tung hoc sinh; i
- Phu trach day cac hoat dong gido duc ngoai gio 1€n 16p; cOng tac trai nghi€ém cua hoc v
sinh. 7
- Phéi hop véi céc gido vién khéc, gia dinh hoc sinh, Poan - Ddi, cic t6 chirc xa hoi cd
lién quan trong viéc ho trg, gidm sat viéc hoc tap, rén luyén, Gido duc k¥ ning séng, hoat dong
trai nghi€ém cua hoc sinh 16p minh chu nhiém; .
- Nhan xét, danh gifi va xép loai hoc sinh cudi ky va cudi nim hoc; d& nghi khen thudng :
va ky luat hoc sinh; dé nghi danh sach hoc sinh dugce 1én 16p théng, kiém tra lai, rén
luyén trong hé, & lai 16p; hoan chinh viéc ghi s6 theo ddi chét lrong va hoc ba hoc sinh:
s (; Bao cdo thudng ky hoiic dot xuit vé chit luong gido duc va tinh hinh cua 16p véi Ban
anh dao.
5. Dong chi thur viél}, kiém céin b thiét bi, TT t6 vin phong :
*Xay dung ke hoach chung cua t6, chi dao td vién thuc hién theo ké hoach td, k& hoach
chung cua truong ciing nhu cac cong viéc do Hiéu trudng phén cong sau day: .
- "1“6 Chffc giao ti€p doi ndi va dbi ngoai, véi vai trd 13 ciu ndi V01 cac bd phan, don vi
trong va ngoai nha trudng; ) phan, .
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A - ) 2 p s 8 P4 A
_ Phu trach chinh cong tac ph6 cép, t0 truong td vin phong, to chuc sinh hoat t0 2 tuan /

\in theo Diéu 1§ trudmg THCS. o =
¥Phu trach cong tac thu vién theo chirc ning nhiém vu cua Can b6 thu }’l@ﬂ- . ;
- Xay dung ké hoach hoat dong thu vién, phong doc 2120 v1.e’n .11()0 sinh, F?yen tru)tcin
giol thiéu sach bdo. Xay dung tu séch phap luat. Theo doi, dan.l’l{ glfl viéc thyc hien Th'u Vl.?n
50K cua cac lép.Té chirc cac hoat dong doc, gidi thicu sach, t’hlet bi; tham muu, d}‘ toa‘} Vf‘fc
mua sam, thanh li sach, thiét bi . XAy dung ké hoach phat trién thu vién va hoat dong €O hicu
qua dbi véi thu vién dat chun. n

+ Quin li CSVC, thiét bi day va hoc theo chic ning cta CB thiét bi. N

- Theo ddi GV mugn, st dung d6 dung day hoc, tham muu cho ’BGP’I v§ qlfan li, su
dung d6 dung day hoc, cho muon, thu d6 dung vé kho diang thoi gian, sap xép do dung khoa
hoc, ngan nap va lau chui sach sé. R

- Két hop cung GV bd mdn co ké hoach mua sam, bd sung CSVC, trang th’letﬂbl (.32’10
phong hoc b mon, quan li hé thdng ho so sd sach thiét bi day hoc, tham gia 1am pho cap g1a0
duc, tham gia tryc CB, GV, NV va lam mot so cong viéc khac khi dugc phan cong.

* Quan 1y mot s6 ho so cia Vin thu : ,

Xin cp, rut hoc ba, xac nhén diém, sao y cac loai gié"xy chirng nhan (!o truﬁmg cz:ip, sa0 y
hoc ba; Kiém tra cac loai ho so kém theo khi chuyén di, chuyén dén nhu: bing cap, glay chung
nhan hoan thanh chuong trinh, khai sinh... Phoi hop véi lanh dao giai quyét thi tuc hanh chinh
cho céc trudng hop nhéip hoc cia hoc sinh da dugce hiéu truong tiép nhéan; Thong ké so liéu hoc
sinh ning khiéu, hoc sinh chua dat chuin hang nim, thong ké sd liéu hoc sinh hang thang lap
bao céo thong ké; Nhan ho so hoc sinh chuyén truong dén, hoc sinh luu ban xin hoc lai, trinh
hiéu truong ki duyét rdi méi phan cong vao 16p;Bao quan ho so cac loai nhu: hoc ba, so ding
bd, sb pho cap... Lap hd so theo ddi hoc sinh chuyén dén, chuyén di, theo ddi si s6 hoc sinh,
ghi chép cép nhat vao s6 dang bo kip thoi. ,/20
6. Pong chi Duong Huyén Trang : Phu trich phong tin hoc va lam thu quy : '

* Quan Iy sp xép phong tin hoc gon gang, theo ddi nhap may moi, sua chira, thanh ly
.. dam bao theo quy dinh phap luét. Quan ly mot s6 ph%‘m mén : QLVCCB; Temius; ...

*Lf}m cong tdc thu qup: Cong tac gilt quj phai dam bao an toan, khong dé that thoat,
quan li tién mdt, thu va chi q1‘157 dung nguy(—j:n tic tai chinh ké toan, cung ké toan don doc VIEC
thu quy cac 16p, dam bé9 ngué‘n} kinh phi d€ nha trudng hoat ddng c6 hi€u qua.

- Pam bdo céac ho so gidy to, ching tir 16 rang, chinh xac, gido vién ki nhén ghi r6 ho

2\

4,
J4

HA
—
- o |

N

tén.
- Thu gitr 1ap ho so s6 sach cac loai, cac khoan thu.
- M}la sér’n cé’c loai dung cu sinh hoat hang ngay trong co quan.
- D41 chi€u s6 sach hang :théng v6i ké todn va trinh hiéu truong Ky duyét.
- Béo céo hi€u trudng 1 14n/ thang cac khoan thu chi trong nha tru(‘mg..
Tham gia cung GVCN thu quy dam bao dung thai gian quy dinh.

- Tham gia truc CB, GV, NV va thuc hién mot s6 cong vié i¢ khi
g b 9 - - . n " A »
phn cong g vice khac khi dwoc higu truéng

.7. Df‘mg chi ké to4n:
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Inh ke toan: quail 11 10 50 CLUg 1 B = = o
theo doi tai san CSVC nha truong. ..

I{ thu chi tai chinh theo nguyen thc ké

to4an va Luat ngan sach.
- Xay dung ké hoach thu chi tai chinh, quy ché chi tiéu ndi bd, do

5 da trién khai, huéng din cdc bd phan trong nha trudng |

n déc GVCN thu ndp
am chung tir thu chi
op quy cia GVCN, bio cao voi Hiéu truong

hang thang. |
inh sach cho CB, GV.NV, hoc sinh theo

- Pam bao dang, du moi quyén lo1, ché do ch
quy dinh ctia Nha nudc va quy ché nha truong.
- Bao quan, theo ddi co sO vat chat cho nha truong.
- Soan th&o céc vin bén tai chinh, hop dong, bao hidm hoc sinh, giéo vien. | y
- Tham gia cong tac phu trach 'y t& hoc duong. Phu trach vé sinh phong higu truong, ticp
khach khi hiéu trudng c6 khach.
- Tham gia cing GVCN, thu quy thu quy.
- B4o c4o hiéu truong 1 lAn/ thang cac khoan thu chi trong nha truong.

- Tham gia cOng tac pho cap khi dugc phén cOng.
-Thuc hién céc nhi€ém vu khic khi dugc Hiéu truong phan cong.

* Thuc hién cong tdc van thu: ’
. vin ban va theo doi viéc giai quyet cac van ban d06;

- Luu trit; gitp ldnh dao giai quye i
- Thuc hién nhiém vu tu van vin ban cho ldnh dao, chiu trach nhiém vé tinh phap ly, k¥

thuét soan thao van ban do nha trrong ban hanh;
- Chuyén tai cac thong tin kip thoi dén cac bd phan bang nhi¢u hinh thic, dong thoi bao

cao kip thoi véi higu trudng nhitng van dé khong giai quyét dugc theo yéu cau cua hiéu
truong.

Thbng ké sé hoc sinh c6 hoan canh kho kh
dwoc nhan hd trg, hoc bong...
8. Bdo vé truong:

* Nhi€ém vu:
- Pam bao an ninh an toan co s& vét chat nha trudng 24/24, khong dé khach, hoc sinh ra

vao tu ’do, di lai tu do trong truong; dic biét khi dang trong gio lam viéc. (ghi sO tryc giao ca
cac buoi truc).
- Phai chiu trach n}liém va bdi thudng thiét hai khi c6 sy c6 mat mat tai san xay ra do
ban than gdy nén hodc thiéu trach nhi€ém
- Néu dé ,me"it mat tai san thudc trach nhiém ctia bao v¢, phai boi thudng
A Céc budi truc phai dung gio dé dam bao an ninh, an toan trudng th.. Tham gia qua
11., nhé'l.c nhd hoc sinh thuc hién ndi quy, né nép nha trudng, phat hién 1dp bién ban xg ’ lq‘tll :
sinh vi pham n@i quy, pha tai san ctua nha truong, 16p hoc cing véi BGH ;121 GV truc i
k. Khénfg cho hoc sinh, thanh nién vao da bong trong sin trudng, di xe @ . t :
truong, thuc hlél? dung céc ndi quy, quy dinh vé cong tac bao VE. , N
" tmb:";am gia phét hién, phong chong céc t§ nan xa hdi, khong dé té nan xam nhip vac

an, dién mo cdi, hs ngheo...Theo do1 s HS da
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. Tham gia 1am mot s cong viéc: Tu b sira chira nho. Ct tia, don cd, chdm séc khu
e trong cdy canh truée khu Higu bd; quan ly viée giir vé sinh sén truong, cdng trudong, coi Xe
-ho hoc sinh, . Tham gia ti€p khach cting BGH, t& VP khi truomg c6 khach.
- Nhitng budi hoat dong tap thé, td chirc cic chuyén dé toan truong, cum va huyén yéu
ciu ca hai dong chi bao vé cung truc dé dam bao an ninh an toan trudng hoc.
- Tham gia lam mot s6 cong viéc khac theo sy phdn cong cua BGH.
9. Dong chi tong phu trach Dji:
- Xay dung ké hoach, t6 chirc cic hoat dong Doi. "
- X4y dung ti€u chi thi dua, t6 chirc phong trio thi dua toan Lien Poi, theo do1 dz'u}h gfa
thi dua cac 16p vé thuc hién né nép, ndi quy nha trudong va hoat dong P6i. Tuyén truyen t}n
hoat dong d0i trén bang tin nha trudng hang thang. Cap nhat két qua thi dua hang thang cua
cac 16p trén bang tin cua nha truong. ’
- T4 chirc di cac hoat ddng do cac cap, cac nganh chirc nang phoi hop chi dao.
- Phéi hgp v6i GVCN, GV bd mon, chi doan gido vien lam tét cong tac gido duc thanh,
thiéu nién, thi dua xay dung “ Trudng hoc than thién, hoc sinh tich cuc”.
- Phan cong chim séc cong trinh mang non cua lien do6i. Phan cong
thang khu vuc phong hoc va phong chirc nang.
- Tham gia truc gidm hiéu cung Hiéu truong, Hi€u p
- Chiu trach nhi€ém vé két qua hoat dong DJ1.
10. Pong chi thwr ki Hoi dong trudng: ' : x :
Cap nhat ghi sb ghi quyét Hoi dong, sb nghi quyét Hoi dong trudong céc budi hop va
mot s6 hoat dong khéc theo sy phén cong cua BGH.

11. Pdng chi Bi thwr chi doan: ‘ g o
- Quan li t6 chic hoat dong chi Poan gido vién theo Diéu 1&¢ Poan, phoi ket hgp vol )\

téng phu trach Do1 td chirc cac hoat dong, phong trao thi dua cua Do1. :j
- Quan ly, phén cdng chim séc, canh .quan nha truong :
13. Ban ch:"ip hanh cong doan: §
- Quan ly, t6 chirc hoat dong cong doan ciia nha truong. Ra quy ché thim hoéi cia co 7
quan. T6 chitc cac phong trao thi dua theo quy dinh. Xay dung quy ché phf)i hop va1 chuyén
mon trong cong tac chuyén mon.
- Tham gia chi dao cong doan vién giit cong trudng sach, dep, an toan.
14. Phin cong chuyén mén cu thé ( c6 bang phan cong kém theo ).
NGi dung cong viéc dugc giao & trén s& c6 su thay ddithy tinh hinh thuc té€ cia nha
truong.

truc co do, truc cau

hé cac budi hoc trong tuan.
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