PHONG GD & DT THI XA DPONG TRIEU CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TH HUNG PAO Poc lap - Tw do - Hanh phiic
Sé: 116/QD-THHD

Hung Dao, ngay 30 thang 7 nam 2019

‘ QUYET PINH
Veé viéc phin cong nhiém vu doi véi cin b, gido vién, nhén vién
trwong Tieu hoc Hung Pao nim hoc 2019 - 2020

HIEU TRUONG TRUONG TIEU HOC HUNG PAO

Can cir van ban hop nhat s 03/VBHN-BGDPT ngay 22/01/2014 ciia B
Gido duc va Dao tao ban hanh Diéu 1€ truong Tiéu hoc;

Cian ctr Thong tu sd 15/2017/TT-BGDDT ngay 09/06/2017 v& viéc sira
d6i, bd sung mot sd didu cua Quy dinh ché do lam viéc dbi véi gido vién phd
théng ban hanh kém theo Théng tu s6 28/2009/TT-BGDBT ngay 21 théang 10
nam 2009 cua B6 Giao duc va dao tao;

Cén ¢t vao tinh hinh thyc té va nhiém vu nam hoc 2019 - 2020 théng nhat
phan cong cac nhiém vu cu thé nhu sau:

QUYET PINH:

Piéu 1. Ban hanh kém theo quyét dinh nay ban phan cong nhi¢m vu d6i
vOi can bg, gido vién, nhén vién truong Tiéu hoc Hung Pao ké tir ngay 01 thang
8 nam 2019.

Piéu 2. Can by, gido vién, nhan vién truong Tiéu hoc Hung Pao c6 trach
nhiém thue hién nghiém tic nhiém vu dugc phan cong, dong thoi phdi hop va
hd tro cac déng nghiép dé hoan thanh nhiém vu.

Piéu 3. Cac t6 Vian phong, t6 Chuyén mon, t6 chic doan th? trong truong
va céc 6ng (ba) cé tén tai Diéu 1 chiu trich nhiém thi hanh quyét dinh nay ké tir

ngay ky./.

Noi nhan: i
- Nhu Diéu 3 (dé t/h);
- Luu: VT.

Nguyén Thi Lién Huong



PHONG GD & BT THI XA PONG TRIEU CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG TH HUNG PAO Poc 1ap - Tw do - Hanh phiic

PHAN CONG NHIEM VU
Can b0, gido vién, nhan vién truong Tieu hoc Hurng Pao nam hoc 2019-2020
(Kém theo Quyét dinh so:116/QD-THHD ngay 30/7/2019 ciia Hiéu truong Truong TH Hung Dao)

1/ Hiéu truémg: Nguyén Thi Lién Hwong

- T6 chirc quan ly cac hoat dong cuia nha trudng; Xy dung ké hoach tb
chirc thuc hién nhiém vu nam hoc; Quéan ly GV-NV-HS; Bbi dudng CB-GV-
NV; Chu tich Hoi déng truong; Chu tich HDTDKT; Chu tich HD tu dénh gi4;
Quén ly cbng tac tai chinh; Céng tic xdy dung trudng dat chudn quéc gia;
Trudng dat tiéu chuan chat lugng gido duc; Céng téc t chirc gido duc dao duc
cho hoc sinh; Kiém tra d4nh gia viéc thuc hién nhiém vy cua gido vién, nhin
vién; Quan ly hanh chinh tai san, stt dung c6 hiéu quéa cdc ngudn tai chinh cta
nhd trudng; T6 chirc xdy dung 5 dé tai trong tdm cua phong GD&DT thi xa
Poéng Triéu; Truéng ban kiém tra ndi bd truong hoc; Giai quyét khiéu nai, t&
céo, tiép dan; Cong tac tham muu, phdi hop véi cip c6 thim quyén va cac luc
luong tham gia gido duc dé hd tro ting cuong cac hoat dong cta nha truong;
Cong téac thi dua khen thuong; Gido duc chinh tri tu tudng; quy hoach nhan su;
Phé duyét cac ké hoach tai chinh, thiét bi thu vién, van thu; thanh tra, doan, doi.

- Sinh hoat chuyén mén t6 2,3. Day mdi tuan 2 tiét 16p 3A theo diéu 1é.

- Céc cong viéc dot xuét, thdng nhit Ban giam hi€u phan cong tai thoi
diém.

2/ Pho hiéu trwéng: Nguyén Thi Ngan

- Phu trach chuyén mén; Phu trach cong tic phd cép gido duc, theo ddi hoc
sinh di, &n; Theo doi chat luong hoc sinh va phin mém Smas; Tong hop diém
theo EQMS, cédp nhéit hd so khen thuéng ctia hoc sinh; Cong tac kiém tra ndi
bd; Phuy trach céc cudc thi, giao luu HS; T chirc quan ly hd so thi, kiém tra
hoc sinh; Coéng tac khen thudng cubi nam cua hoc sinh; Céng tac kiém dinh,

truong chuan Quoc gia; Phu trach cac cudc vén dong va phong trao thi dua cia



d6i ngti CB-GV-NV; Phu trach hoat dong ngoai gio chinh khoéa, ngoai gi¢ 1én
16p.

- Phu trach cong tac lao dong, vé sinh.

- Phu trach cong tac ban tru.

- Phu trach cong tac Hoi Chir thap do cia nha trudong.

- Sinh hoat chuyén mén t6 4, 5. Day mdi tuan 4 tiét 16p 4A, SA theo diéu
I€.

- Céc cong viéc dot xuat, thdng nhat Ban giam hiéu phan cong tai thoi
diém.

3/ Chi tich cong doan: Vii Thi Phwong Lan

Chi dao hoan thanh cong tac Cong doan theo quy dinh, tham gia tich cuc
hoat dong chuyén mén, dong vién don dbc cong doan vién hoat dong chuyén
mén tich cuc nham phét huy cong téc thi dua trong Cong doan. Hoat dong dung
theo trach nhiém va diéu 1é Céng doan...

4/ Téng phu trach Ddi: Nguyén Thi Huwong

Xay dung ké hoach gido duc trén 16p va ngoai gio lén 16p; xay dung dugc
Doi nghi thirc mau, Doi c& do, cac cau lac bo, to chirc hoat dong c6 hiéu qua;
két hop GVCN 16p gido duc dao dirc hoc sinh, t§ chirc duoc phiéu hoc tét va c6
khen thuong rut kinh nghiém hang tudn; thuc hién dau da va cé chét lugng cac
phong trao ciia Poi; sinh hoat dudi co, sinh hoat chu diém cac ngay 1& 16n.

5/ Bi thu Poan: Nguyén Bich Diém Hang

Chi dao hoan thanh cong tac Poan, tham gia xdy dung va hoan thanh céc
cong tic dugc giao, thuc hién tot cong tac thi dua trong Poan xoay quanh linh
vuc hoat dong chuyén mén, sinh hoat diing theo diéu 1é doan, gido duc tu tuong
doan vién, quy hoach doan vién gi6i thiéu chi bo két nap dang; t6 chirc cho doan
vién chim séc nghia trang liét si dia phuwong theo ké hoach dang ky.

6/ Cac té trwéng chuyén méon: T 1: Nguyén Thi Hué; T6 2-3: Pham
Thi Hanh; T6 4-5: Pham Thi Thu.

Chi dao va quan triét thuc hién tot cong tac chuyén mén duoc giao; phat
huy tich cyc cong tac thi dua trong 6, ca nhan hoat dong ding trach nhiém va

cong tac chuyén mon cua to, theo doi, doén doc t6 vién thue hién nhiém vu gido



vién theo Diéu 1é truong Tiéu hoc va chuén nghé nghiép GV tiéu hoc; Té chirc
kidm tra viéc thuc hién chuong trinh cua t6 va gitip chuyén moén hoan thanh
nhiém vu nidm hoc; chiu trach nhiém chuyén mon cua td true Pho hiéu trudng.

7/ Gido vién chuyén trich: Am nhac: Vii Thity Anh; Thé duc: Pham Thij
Thanh; My Thuét: Pinh Thi Hong, Nguyén Thi Huong; Tiéng Anh: Ngb Thi
Nha, Nguyén Thity Nga, Vii Thi Phwong Lan.

- Day du tiét theo thoi khéa biéu va phan phdi chuong trinh theo quy dinh; 1én
16p phai c6 gido 4n; dam bao ngay gid cong, khong nghi phép ddi véi cac ngay co
tiét day (trir bénh hodic cong viéc can c6 mat dé giai quyét, nhung phai xin phép
trude 01 ngdy va phai day bu chuyén trach trong tudn. Hoan thanh nhiém vu cta
ngudi gido vién theo quy dinh ctia didu 18 truong tiéu hoc); Hoan thanh céc cong tac
khac dugc phan cong; chiu trach nhiém chinh vé chét lugng gido duc hoc sinh.

- Nhiém vu cu thé cta timg déng chi nhu sau:

Phén cong

So
T T z chire tiét
p | HEVAREER . G ey | PRtk nhiém “;‘lf; Ghi chi
Day lép dinh/
tuin
i VAMhiBheonetan | 2.3 av | 2P TAORIBSR ke GIED

5C, 5C, 2B. Thu cdng 2B.

Day T.Anh l6p 2C, 2D,
2 Ng6 Thi Nha 1 GV 1A, 1B, 1C, 1D, 1E, 4C. | 23
Thé dyc 2B, 1B, 1C, 1D.

Day T.Anh 4A, 4B, 3B,

3 [Nguyen Thuy Nga 4,5 GV 3B, 3C, 2A. Thi cong 2A. 23
Day am nhac khoi 1, 2, 3,
4 Vi Thuy Anh 1 GV 4,5. Tha cong 1A, 1B, 23
1C, 1E
; Day thé duc khdi 3, 4, 5.
5 [Pham Thi Thanh 2,3 GV Lép 24, 1A. 23
: R Day Mi thuét khéi 1, 2, 3,
6 [Pinh Thi Hong 4,5 GV 4. K9 thust khéi 5 19 Coniihs
7 Nguyén Thi Huong 1 GV Day Mi thuét khéi 5 4 TP”Il;;lgon

8/ Giao vién chii nhiém 16p va gido vién day thay.
-Lén 16p phai dang gio; phai c6 gidao an cac mon day trong ngay, day du

tiét theo phan phdi chwong trinh va thoi khéa biéu; str dung tét trang thiét bj




trong day hoc nham nang dan chit luong day hoc, ha thip ti 18 hoc sinh cén cb

géng; hoan thanh cong tac gido duc toan dién hoc sinh theo muc tiéu gido duc;

kiém tra dénh gia ding Thong tu 22 va thuc hién hoan thanh nhiém vu gido vién

theo diéu 1€ truong Ti€u hoc va cac cong tac khac duoc phan céng; Thuc hién

tdt cudc van dong hai khong, quy dinh vé dao dic cia nha giao, hoc tap lam

theo tdm guwong dao dirc H6 Chi Minh; ning cao trinh dd chuyén mén; Bdi

dudng hoc sinh ning khiéu, hoc sinh viét chit dep theo k& hoach, chiu trach

nhiém chinh vé chét luong gido duc hoc sinh ma 16p minh phu trach.

- Nhiém vu cu thé cta timg dong chi nhu sau:

Phin céng

chiie So tiét
T S Z 5 =~ theo
T HOQ VA TEN To vu/ Phu trach/Kiém s Ghi chi
Day nhi¢m dinh/
16p tuin
x i Chu nhiém va giang ik
1 Nguyén Thi Hu¢ 1 1A dsiy 16p T 17
. : Chu nhiém va giang
2 [Ung Thi Nga 1 1B day 16p 1B 20
x : Chu nhiém va giang TP
3 Nguyén Th; Nu 1 1C day 16p 1C 19
SR Lo Chu nhiém va giang Con nho
4 Nguyén Thi Diem My 1 1D day 16p 1D 16
5 [Ng6 Thi Nha 1 1E Cht nhiém 3
6 [Pham Thj Hanh oy | 94 | AuliGnvEgmng ]y e
day lop 2A
7 |Vuong Thi Lan Anh 25| gy | CININGMLYARANE Ky
day 16p 2B
8 Nguyén Thity Nga 3| 2C Chii nhiém 3
9 L& Thi Ha 2.3 | op - BRIV,
day 16p 2D
10 [Véi Thily Linh 2,3 | 3a | Chinhémvagimgns s ) Theky, TF
day 16p 3A
x ' : Chu nhiém va giang TTND, con
11 Nguyén Thi Huong Mai 2,.3 3B day 16p 3B 16 nhé
3 e Chu nhiém va giang
12 Piang Thi Thay 258 3 day 16p 3C 20
i grEady Chu nhiém va giang Con nho
13 Nguyen Bich Diém Hang | 4, 5 4A day 160 4A 16
14 |Ha Thi Thiy Quinh 4,5 | 4p [Chbnhiemvagidng g o

day 16p 4B




@il nlifBmeviigitn Uyl
15 [Trdn Thi My Hanh £5 | 46 WL YE BMBE 1 18 . | BCHcéne
day 16p 4C i
oan
16 Pham Thi Thu A5 | 5A. | SEAIUISICVA SRR |y A4
day 16p SA
! 7 - A b * 9 C nh 2
17 [P Kim Oanh A5 §g [ ILmERRIE S e
day lop 5B
o Chu nhiém va giang
18 Bui Bich Ngoc 4,5 50 o 15550 20
i Chu nhiém va giang
19 Duong Thi That 4,5 5D day 16p 5D 20
20 Pham Thi Thoan 2.5 Gy Day thay 20
21 [Tran Thi Thu Huong 1 GV Day thay 20
22 Nguyén Thi Thu Huong 1 GV Nghi TS 20 Nghi TS
23 | Nguyén Thi Thu Thuy 1 GV GV day tin hoc 24 HP

9/ Nhén vién viin thu, hianh chinh: Mac Thi Hong, Nguyén Thi Nghia
- Pong chi Mac Thi Hong:
+ Phu trach CNTT ctia nha truong;

+ Quan ly trang web cuia nha truong: phu trach cong khai cac thong tin trén

trang theo quy dinh, dua tin bai, 14p b4o cdo truc tuyén......

+ Quan ly phdn mém quan 1y c4n bd EPMIS; Phin mém quan ly can bd

MISA; Két hop ciing v6i dong chi phé hiéu truéng quan 1y phin mém quan 1y

truong hoc; Phan mém thuc don can biang dinh dudng va mot sb phan mém khac

khi dugc phan cong.

+ Két hop vé6i dong chi ké toan thyc hién quyét toan thué TNCN cho cén

bd, gido vién, nhén vién nha truong.

+ Quan ly chit ky s6 ctia nha trudng;

+ Truc dia chi Mail ctia don vi;

+ Lam cac bao cdo theo su phan cong ciia BGH.

+ Phu trach c6ng tac ban trti theo sy phén céng cia BGH.
+ Hb tro ké toan khi cé su phéan cong cuia BGH.

+ Don phong phé hiéu trudng, ké toan.

+ T6 chire phuc vu nude udng cac phong lam viéc.

+ Thuc hién nhitng nhiém vu khac dugc giao (néu o).




- Pong chi Nguyén Thi Nghia:

+ M0 céc loai sb va cap nhat theo quy dinh vé céng tac van thu; nhan ban
cong van dén, phat hanh cong vin di theo ding sé luong, ding noi nhan va thuc
hién ché d6 bao méat cong van gui theo quy dinh cia phép luat. Truc dia chi Mail
cua don vi.

+ Giir con diu cua truong va chiu trach nhiém doéng d4u 1én cac van ban,
gidy to c6 chit ky ciia ngudi c6 thim quyén & don vi, khong tuy tién giao con
dau cho ngudi khong cé trach nhiém (thuc hién dung theo quy dinh vé st dung
con déu).

Phu trach cong tic Y té trudng hoc: Két hop chit ché véi cac doan thé
trong nha trudng, GVCN, hoc sinh thyc hién ding cong tac Y t& theo hudng
dan, két hop véi can b y té Phuong kham stte khoe dinh ky cho hoc sinh, lap da
céc loai hd so theo dai.

+ Don phong hiéu truéng, phong hdi dong.

+ T4 chtrc phuc vu nude udng céc phong lam viéc.

+ Thuc hién nhimg nhiém vu khac dugc giao (néu co).

10/NhAan vién thw vién, thiét bi: Nguyén Thi Thiy

- Xay dung ké hoach thu vién, quan ly sip xép khoa hoc dé d& tim kiém.
Mé sb va cép nhét ddy du céc loai hd so cua thu vién theo quy dinh, theo doi
tinh hinh muon séch — thiét bi cta gi4o vién va hoc sinh; két hop ké toan kiém
ké tai san vao cudi ndm hoc va cudi nim hanh chinh (trong thang 12) hang ndm.

- Phu trach cong tac thi quy nha truong.

11/ Nhan vién Ké toan: Nguyén Thi Tho

M6 céc loai hd so sd sach theo quy dinh vé tai chinh — ké toan; tham muu véi
lanh dao dy tru kinh phi theo quy dinh vé sir dung NSNN; rit va quyét todn cac
khoan luong, phu cép, hoat dong, kip thoi; 1ap céc loai bo céo thang, quy, nim vé
tinh hinh sir dung NSNN theo dlng thoi gian; theo ddi qua trinh nang luong ctia gi4o
vién dé lam hd so nang luong kip thoi cho CB, GV, NV; két hop véi Chu tich cong
doan cap nhat va két s6 bao hiém ding ddi tuong va thdi gian; quan 1y, cap nhat hd
so vién chirc ctia don vi; bao quan, theo doi, kiém ké tai san vao cudi nim hoc va
nam hanh chinh.



12/ Nhén vién Bio vé: Nguyén Vin Hop, Lé Vin Bach

- Pam béo an ninh, an toan co s& vét chét ctia nha truong 24/24, khong dé
khach, hoc sinh ra vao tu do, di lai ty do trong trudng (dic biét trong gidr 1am viéc).
Bao vé xe cua CB, GV, NV va HS, déng va m¢ ctra cic phong hoc, phong lam viée,
phong chirc ning, mé& va tit dién kip thoi tranh lang phi dién nang. Chiu trach nhiém
boi thuong thiét hai xay ra do mét cép, lam hu héng.

- Khéch vao lam viéc voi Hiéu truong phéi théng qua bao vé va phai biét ly do
moi cho vao gap.

- Cham séc hé théng cdy xanh, cdy canh dam béo xanh tbt va m§ quan. Giam
sat cac 16p hoc trong khéu truc nhat vé sinh.

- Thyc hién nhiing nhiém vu khéc dugc giao (néu co)
LICH TRUC THEO TRACH NHIEM

- Téng phu trach: Truc 6 budi/tuan, td chirc sinh hoat dudi co, sinh hoat
cong tac Ddi va Sao nhi dong.

- Chu tich Céng doan: Truc 2 budi/ tudn (thir 3, thir 6) dé giai quyét cac
hoat dong cia Coéng doan.

- Thur vién - K& todn - Hanh chinh - Y té: Truc 6 budi/tudn, hoan thanh tét
nhiém vu dugc giao va cdc cong tac phét sinh néu cé.

- Bédo vé truc 24/24.

- Phé hiéu truéng: Truc ban tri vao trua thi 2, 4, 6/tuin.

- Hiéu trudng: Chi dao chung, truc ban tra vao trua thir 3, 5/tuan.

Noi nhin:
-Td, bd phan, CBGVNV;
- Luu: VT.

Nguyeén Thi Lién Huong




