UBND HUYEN TIEN LANG CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS THI TRAN Doc 1ap - Tw do - Hanh phic

Tién Lang, ngay 08 thang 11 nam 2023

PHAN CONG NHIEM VU BAN LANH DAO,
THU KY HQI PONG VA TO TRUONG, TO PHO CHUYEN MON
NAM HOC 2023- 2024
1. Pdi véi lanh dao nha truwong
1.1. Ba Nguyén Thi Nguyét - Hiéu truéng

- Chiu trach nhi€ém quan 1y, chirc nang vé tat ca cac hoat dong gido duc cua
nha trudng. Phu trach diéu hanh chung cac hoat dong giao duc.

- Chu tai khoan.

- Cong tac TCCB, dan chii hoa trudng hoc. Kiém tra ndi bd nha trudng.

- Cong tac xay dyng co ban; Co so vat chat thiét bi phuc vu day hoc.

- Cong tac ké hoach va cong tac phat trién.

- Ky céac van ban cho hoc sinh xin théi hoc, chuyén di, chuyén dén.

- Chu tich Hoi dong thi dua, khen thudng, ki luat; Cha tich Hoi dong Truong;
Chu tich Hoi dong tuyén sinh.

- Ky céc van ban bao cdo gui Huyén uy, HDND, UBND huyén, S6 GD&DT.

- Ky hoc ba va ho so tuyén sinh khi 6.

- Phu trach gido duc Hudng nghi¢p, NGLL.

- Phu trach va trién khai, diéu hanh thuc hién dén vién chtc quan ly, gido
vién, nhan vién (sau day goi la vién chirc) va hoc sinh thue hién cudc van dong
“Hoc tap va lam theo tam guong dao dirc H6 Chi Minh”; cudc van dong “Mdi thiy
co giao la tAm givong dao dtc, tu hoc va sang tao”; Truong hoc hanh phuc...

- Chu tri cac cude hop Hoi dong trudng va giao ban lanh dao.

- Phu trach cong tac phat ngon ctia nha trudng véi cac co quan thong tan, bao
chi, cac doan thanh tra, kiém tra...

- Phu trach va sinh hoat v&i té Vin phong.

- Chiu trach nhiém vé chat luong nd1 dung trang web cia nha truong.

1.2. Ba Cao Thi Lé Hoa - Phé hi¢u truéng

- Sinh hoat chuy@&n mén véi t6 KHTN va nhom ngit van.

- Quan i, t6 chue, diéu hanh cac hoat dong chuyén mon cua cac té: Ngit van,
T6 KHTN. Phu trach, kiém tra hd so chuyén mén trong nha trudng, hd so gido
vién, kiém tra viéc nhap diém s diém dién tir hang thang/hoc ky. ..

- Lap ké hoach chuyén mon va dy kién phan cong chuyén mon, duy kién phéan
bd tiét day, xép Thoi khoa biéu.

- Lap ké hoach t6 churc va kiém tra viéc thuc hién Quy ché chuyén mon, kiém
tra hoat dong su pham nha giao.

- Thuong truc Hoi dong thi dua khen thudng; dé nghi nha truong khen thuéng
cho hoc sinh dat danh hiéu hoc sinh gi6i, hoc sinh tién tién, hoc sinh gidi cac cap...
dé xuét xtr Iy ky luat hoc sinh theo quy dinh.

- Phu trach cong tac thi dua, sang kién kinh nghiém, nghién ctru khoa hoc cua
vién chuec.



- Cung voi Hiéu trudng phu trach cong tac xét tot nghiép 16p 9, tuyén sinh 16p

- Chi dao t trudong hodc truc tiép phan cong day thay khi gido vién véng.

- Phu trach cong tac bdi dudng HSG...phu dao hoc sinh yéu, kém.

- Phu trach cac hoat dong day thém, hoc thém, 6n tap thi tét nghiép khoi 9.

- T6 chirc kiém tra hoc ky, kiém tra lai trong hé;

- Phy trach viéc img dung CNTT vao giang day va quan ly nha truong.

- Phu trach khéi 9. Kiém tra s6 dau bai va so diém, PT khdi 6,9.

- Phy trach cong tic KDCLGD, Panh gia ngoai, thong ké chat luong day hoc.

- Quan li chi dao cac hoat dong Thu vién.

- Theo ddi, dinh hudng t6 chirc hoat dong cua Ban dai dién cha me hoc sinh.

- T6 chirc, diéu hanh cac ngay 18, so két, tong két cac hoat dong gido duc.

- Lam cac bao céo voi co quan cip trén thudc cong viéc phu trach.

- Thyec hién cac cong viéc khac khi Hiéu trudng truc tiép phan cong.

1.3. Ba Nguyén Thi Binh- Phé hiéu truéng

- Sinh hoat chuy&n mén véi t6 KHXH.

- Theo d&i, chi dao hoat dong chuyén mon, kiém tra hd so chuyén mén trong
nha truong, hd so gido vién, kiém tra viée nhap diém s6 diém dién tu hang
thang/hoc ky cac to KHXH;

- Phu trach cong tac phap ché, hoc sinh.

- Phan cong lao dong cho cac 16p.

- Phu trach chi dao hoat dong ngoai gio 1én 16p; ATGT, VSMT, Ma tuy
HIV/AIDS, PCGD...

- Truéng ban an ninh trudng hoc, Pho Trudng ban tryc phong chong bdo lut,
PCCC, CSVC.

- Phu trach cong tac khuyén hoc, x3 hoi hoa.

- Phu trach cong tac Poan ddi, van nghé, TDTT. Cung TPTD, t6 chirc sinh
hoat du6i cd hang tuan.

- Phy trach khdi 8: kiém tra s6 dau bai, PT s6 diém, hoc ba khéi 8,7

- Phu trach céc tiéu chi thi dua hoc sinh.

- Phu trach bd phan TB d6 dung.

- Quan ly cac phong thuc hanh bd chirc nang.

- Lam céc bao cio voi co quan cap trén thudc cong viée phu trach.

- Lam cac cong viéc khac khi Hiéu truong truc tiép phan cong.

1.4. Mot s6 nguyén tic lam viéc

- Hiéu trudong 1a nguoi ding dau nha trudng chiu trach nhiém toan dién
truéc Huyén uy, UBND huyén, PGD va trudc phap luat vé toan b hoat dong
cua nha truong.

- Pho Hi€u truong la nguoi giap Hicu trudng, chiu trach nhiém trude
HiGu truong va trude phap ludt vé cac nhiém vu dugc phan coéng; khi Hi¢u
trudng vang mit, Pho Hiéu truong duoc Hiéu trudong uy nhiém diéu hanh céac
hoat ddng cua truong;

- Pho Hi€u truong dugc thay mat Hi€u truong quyét dinh va chiu trach nhiém
trude Hibu trudng, trude phap luat vé linh vue duge Hiéu trudng phan cong vé cac
quyét dinh ctia minh. Ddi v6i nhimg van dé dic biét quan trong, phuc tap hodc nhay
cam thi can trao d6i y kién Hiéu truong trude khi quyét dinh.



- Hang tuan (néu c6 yéu cau), hang thang Pho Hiéu truong truc tiép to chic trién
khai vi¢c thuc hién cic nhiém vy, cong tac da dugc phan cong va phai bdo céo téng
quat voi Hiéu truong. Béo céo ndi dung va ké hoach thudc linh vyc minh phu trach
trude toan thé Hoi dong su pham nha truong trong cac budi hop dinh ky.

- Mbi thanh vién lanh dao nha trudng phu trach cac linh vuc duoc phan cong. Tuy
nhién, trong quan hé phdi hop cong tic, cac to trudng, gido vién, nhan vién trong nha
trudng déu chiu su quan 1y, chi dao cia thanh vién ban lanh dao nha truong.

- Ngoai nhirng cong viéc phan cong néu trén tuy theo ting thoi diém va diéu
kién nhat dinh, Hiéu truéng céd thé giao nhiém vu khac hodc truc tiép chi dao
nhitng cong viéc xét thiy quan trong va can thiét ngay ca nhitng cong viéc ctia Pho
hi¢u truong dugc phan cong phu trach.

- Lanh dao truc theo lich phan cong. Riéng sang thir hai hang tuan, lanh dao
c6 mat day da dé dé du chao co va hop lanh dao (trir truong hop di cong tac).

- Nguoi tryc ¢6 nhiém vu giai quyét cac cong viéc dot xuat xay ra trong budi
truc, tiép khach va phu huynh, diéu déng gido vién day thay khi c6 gido vién xin
nghi dot Xuét, ghi s6 truc, nhan xét, danh gia vé cac hoat dong cua nha truong, ky
cac van ban giri cac cp.

2. T6 trudéng chuyén mon

2.1. Chirc danh - nhiém vu

- T6 KHTN: T truong Nguyén Anh Tho, to pho: Tran Vin Cuong, Ta Thi
Canh.

- T6 KHXH: T6 truéng: Nguyén Thi Ha; T6 phé: Vii Hong Vuong, Nguyén
Kim Anh.

- T6 Van phong: T6 truéng Vii Thi Thu.

2.2. Nhiém vu T6 truwéng/ to phé (nhém truwéng chuy@n mon)

- Thira 1énh Hiéu trudong diéu hanh toan bo cac hoat dong gido duc cia to,
nhém chuyén mon theo phan cong.

- Tham muu kip thoi cho Hiéu trudéng va cac Pho Hi€u truéng nhiing giai
phap ning cao chét luong gido duc, giang day mon hoc.

- Chiu trach nhiém vé chat lugng mon hoc trong pham vi phu trach.

- Pé xuit phan cong chuyén mén, phan cong lao dong cho cac thanh vién
trong to v6i Ban lanh dao.

- Piéu hanh, quan li viéc bién soan, 4p dung PPCT, ké hoach giang day cua bd
mon theo ndm hoc va cac thoi diém theo yéu cau ciia BLD va Nganh.

- T6 chtic, phan cong viéc bién soan cac bo dé kiém tra, xdy dung ngan hang
dé kiém tra, bao cdo cac hoat dong chuyén mon theo yéu cau.

- T6 chure, phén cong bién soan, tham dinh, ap dung cac chu dé day hoc theo
quy dinh cua Nganh.

- Quan li, phé duyét thiét ké bai day/gido 4n (bang vin ban gidy va gido an
dién tir) cua gido vién bo mon dung quy dinh.

- Xay dung ké hoach niam, hoc ky, thang, tuan cua to (trinh 1anh dao phé
duyét, niém yét, tai 1én phin mém CSDL cua nganh) va to chirc thyc hién boi
dudng chuyén mon, nghiép vu cho céac thanh vién trong t thong qua cac hoat dong
sinh hoat chuyén dé, ngoai khod, du gio, thao giang, SK, su dung thiét bi thi



nghiém thuc hanh, tmg dung CNTT trong giang day, théng nhit ndi dung 6n tap va
kiém tra trong t6 nhdm chuyén mon.

- Thyc hién nhiém vy kiém tra toan dién, kiém tra chuyén dé khi Hiéu truong
phan cong.

- Theo ddi ngdy cong, gid cong va tong hop hang tudn, hing thang bao céo
v6i BLD; phén cong day thay khi gido vién di cong tac hodc nghi phép. Theo doi
thi dua, de xuat khen thuong va ky luat giao vién trong t6 (neu co).

- T chirc cho t6, nhém chuyén mén sinh hoat hai 1an/thang vao tuan thir hai
va tuan thir ba hang hang (néu c6 nodi dung sinh hoat va khong tring voi cac hoat
dong dot xuat ciia nha truong).

- T6 phé diéu hanh hoat dong cta t6 chuyén mén khi t6 truéng ving mat va
iy quyén.

3. Thu ky hdi dong — Ba Nguyén Kim Anh

- Ghi Nghi quyet Hoi dong truong, hop lanh dao, hop HDSP, cac cudc hop khac
do BLD t6 chure; diém danh, theo ddi né nép hoi hop ctia gido vién, nhan vién.

- Cung cdp TKB cho t6/nhdm chuyén mén, HDSP va hoc sinh; niém yét TKB
& phong Hoi ddng; cung cip thong tin hop muédn, vang hop cta vién chirc trong
thang cho HT, TTCM; cung cdp thong tin dé 1am bao cdo, thong ké hing thang,
béo céao dinh ky, dot xuét, bdo c4o nim hoc.

- Cling c&c Pho Hiéu trudng don déc, kiém tra thyc hién quy ché chuyén mon.

- Cung Hiéu trudng 1am ho so kiém tra chuyén dé, kiém tra toan dién.

- Thong bao lich tuan. Niém yét lich thang.

- Lam nhiém vu Thu ky cdc Hoi dong thi dua khen thuong, ky ludt, tuyén sinh.

- Lam céc cong viéc khac khi Hiéu truong truc tiép phin cong.

Trén day 1a phan cong nhiém vu Ban Lanh dao, T6 truong va Thu ky Hoi
dong nam hoc 2023- 2024. Yéu cau cac thanh vién, cac bd phan lién quan xay
dung ké hoach va t6 chirc thuc hién nghiém tuc.

HIEU TRUONG

Nguyén Thi Nguyét



