PHONG GDDT PHU GIAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG TIEU HQC PHUOC VINH B DPoc 14p — Tw do — Hanh phiic
Sb: 122/Qb-THPVB Phuoc Vinh, ngay 21 thang 8 nam 2018
QUYET PINH

Phan cong giao vién phu trach 16p ban tra, nam hoc 2018-2019

HIEU TRUONG TRUONG TIEU HQC PHUOC VINH B

Can cu chirc nang, nhiém vu va quyén han cua Hi€u truong Truong tiéu hoc
dugc quy dinh tai Diéu 20, Diéu 1€ truong ti€éu hoc ban hanh theo Thong tu so
03/VBHN/BGDDT ngay 22 thang 01 nam 2014 cia B6 Gido duc va Pao tao;

Can ¢t Cong vian s6 247/PGDPT-NGLL ngay 17 thang 8 nam 2018 ciia Phong
Gido duc va Pao tao huyén Phu Gido vé hudng dan t6 chirc thuc hién cong tac ban
tra, can tin;

Xét dé nghi ctia bd phan chuyén mon,
QUYET PINH:

. Picu 1. Nay phan cong gido vién phu trach 16p ban tri niam hoc 2018-2019
gom cac ong, ba co tén sau:

1 Thuong Thi Minh Tam  GVCN 16p 1A1  Phuc trach ban tra lop 1A1
2 Pham Thi Thuy Kiéu GVCN l6p 1A2  Phuc trach ban tra 16p 1A2
3 Nguyén Thi Bich Tuyét GVCN 16p 1A3 Phuc trach béan trt 16p 1A3
4 Nguyén Thi Huong Lia GVCN 16p 1A4 Phuc trach ban tra 16p 1A4
5 Nguyén Thi Khanh Dy GVCN Iép 2A1  Phuc trach béan tra 16p 2A1
6 HOThiLy GVCN 16p 2A2  Phuyc trach ban tri 16p 2A2
7  HO Thi Phuong GVCN l6p 3A1  Phuc trach ban tra 16p 3A1
8 Pham Thi Thanh GVCN lop 4A2 Phuc trach ban tra 16p 4A2+3A2
9  Tran Thi Clc GVCN 16p 5A2  Phuc trach ban tra 16p 4A1+5A2
10 Phung Thi Luyén GVCN 16p SA1  Phuyc trach ban trii 16p SA1+5A3

Piéu 2. Céan bo, gido vién, nhan vién nha truong can cr vao nhi€ém vu cu thé
dugc phan cong co trach nhiém xay dung ké hoach hoat dong va thuc hién ké hoach
cho phu hop vo1 dac thu cong viée dugce giao.

Thoi gian thuc hién nhiém vu tir 20/8/2018 dén hét nam hoc 2018-2019

Piéu 3. C4c bo phan, c4 nhan thugc Trudng Tieu hoc Phude Vinh B va cc ong,
ba c6 tén tai Di€u 1. chiu trach nhiém thi hanh quyét dinh nay.
Quyét dinh c6 hiéu luc ké tir ngay ky./.
Noi nhin: HIEU TRUONG

- Nhu biéu 3; ~
- Luu: VT, (Da ky)






1. Nguyén Hoang Tam - Hiéu truong

1.1. Chiu trach nhiém truéc phong GD&DT Phi Gido, UBND Thi tran Phudc
Vinh vé toan bd hoat dong cua nha truong.

1.2. Quan ly va diéu hanh moi hoat dong cua nha truong; tri€u tap va chu toa cac
hoat dong cua nha truong; td chirc chi dao trién khai cac chu truong cua Pang, Nha
nudc va cac cp toi CBGV, NV, hoc sinh trong trudng.

1.3. Chi dao, quan 1y va giai quyét mot sd cong viéc chinh nhu sau:

- Tai chinh, ké hoach.

- Cac van dé lién quan dén hoc sinh (Chuyén di, chuyén dén, ky luat...)

- Chi dao céc t6 chirc, doan thé hoat dong theo chirc nang.

- Cong tac thanh - kiém tra ndi b trudng hoc.

- Quan 1y hd so CB, GV, NV.

- Tryc tiép ky duyét KH cua cac t6 chirc doan thé, KH chuyén mon cia nha
trudng; cac van ban giri cac cp, cac nganh va cac van ban khac lién quan dén hoat
dong nha truong.

- Xay dung quy hoach phat trién nha trudng, to chirc thuc hién ké hoach nhiém vu
niam hoc, bao cdo, danh gia két qua véi cap trén.

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

- Thue hién cac ché d6 chinh sach, quy ché dan chu, cong tac xa hoi hoa giao duc.
Chi dao thyc hién cac phong trao thi dua, cac cudc van dong cua nganh; thuc hién
cOng khai ddi v6i nha truong.

2. Db Xuan Quy - Pho Hiéu truéng

Phu trach va chi dao thuc hién mot sd linh vuc nha truong do Hi€u trudng phan
cong cu thé nhu sau:

2.1. Quan ly va chi dao thuc hién vé cong tac chuyén mon:

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

- Quén ly, diéu hanh cac hoat dong chuyén mon, day hoc tu chon.

- Quan ly, kiém tra, nhan xet cac loai hé so thudc linh vie chuyén mén. (Lich bao
giang, S6 dau bai, KH cua t6 chuyén mon, KH giang day cua GV ...)

2.2. Théng k&, tong hop va quan 1y céc chi sb, sb lidu vé chuyén mén. Phu trach
phan h¢ EMIS; Phan hé quan ly hoc sinh; Phan h¢ quan 1y diém cua phan mém
V.EMIS.

2.3. Phu trach cudc van dong Hai khong.

2.4. Phu trach img dung cong ngh¢ thong tin trong nha truong.

2.5. Phu trach, chi dao céc cong tac khac cua t6 Khoa hoc tu nhién

2.6. Thay mat Hiéu truong diéu hanh cac hoat dong, giup Hiéu trudng giai quyét
nhitng cong viéc, ky duyét cac hoat dong cua can b, gido vién va cac van ban giri cap
trén thudc linh vyc phu trach khi dugc Hi¢u truong uy quyén, hodc khi Hiéu trudng di
vang.

2.7. Chiu trach nhiém c4 nhan vé cac linh vuc minh duoc phu trach dong thdi chiu
trach nhiém cung Hiéu truong trong cbéng tic quan 1y nha truong trude phong
GD&DT Hoa Lu va UBND x& Ninh Van.



3. Pao Thi Nhan - Pho Hiéu truéng

Phu trach va chi dao thuc hién mot s linh vuc nha truong do Hi€u trudong phan
cong cu thé nhu sau:

3.1. Cong tac phd cdp GD THCS va THPT; Cong tac Gido duc thudng xuyén,
tham gia cac hoat dong cua TTHTCD.

3.2. Chi dao thyuc hi¢n cong tac Thu vién. Phu trach phan h¢: Quan 1y thu vién cua
phan mém V.EMIS.

3.3. T6 chire chi dao céc chuyén dé, ngoai khod, xay dung cac ké hoach hoat dong
vé cong tac gido duc hudng nghiép, day nghé THCS, tuyén sinh.

3.4. Quan 1y, luu trit, nhan va cing GVCN trao tra cac loai ho so, vin bang, chimg
chi cua hoc sinh.

3.5. Phu trach, chi dao cac cong tac khac cua t6 Khoa hoc xa hdi.

3.6. Thay miat Hiéu truong diéu hanh cac hoat dong, giup Hiéu trudng giai quyét
nhitng cong viéc, ky duyét cac hoat dong cua can bd, gido vién va cac vin ban giri cap
trén thu¢c linh vyce phuy trach khi dugc Hi€u truong uy quyén, hoic khi Hiéu trudng di
vang.

3.7. Chiu trach nhiém c4 nhan vé céc linh vuc minh dugc phu trach déng thoi chiu
trach nhiém cung Hiéu truong trong cong tac quan ly nha truong trudc phong
GD&DT Hoa Lu va UBND xa Ninh Van.



4. Nguyén Thi Phin - Phé Hiéu truéng

Phu trach va chi dao thuc hién mot s6 linh vuc nha trudng do Hiéu truéng phan
cong cu thé nhu sau:

4.1. Phy trach chi dao cong tac Hoc sinh sinh vién, lao dong, v¢ sinh truong 16p,
thé dyc thé thao, né nép gido vién va hoc sinh...

4.2. Cong tac Y té hoc duong va cac t6 chirc XH khac (Poan, Doi, Chir thap do,
Khuyén hoc...).

4.3. Phu trach theo ddi co s& vat chat nha truong. Phu trach phan hé: Quan ly thiét
bi truong hoc ctia phan mém V.EMIS

4.4. Phu trach chi dao cac cong tac khac cua td6 Hanh chinh.

4.5. Phu trach 3 cong khai.

4.6. Thay mit Hiéu truong diéu hanh cac hoat dong, gitp Hiéu trudng giai quyét
nhimng cong viée, ky duyét cac hoat dong ctia can bd, gido vién va cac van ban gui cip
trén thudc linh vye phuy trach khi duge Hi€u truong uy quyén, hodc khi Hiéu truéng di
vang.

4.7. Chiu trach nhiém ca nhan vé céc linh vuc minh duge phu trach déng tho1i chiu
trach nhiém cung Hiéu truong trong céng tic quan ly nha truong trudc phong
GD&DT Hoa Lu va UBND xa Ninh Van.

5. Phiung Thi Anh Tuyét - Chu tich Cong doan, Thu ky Hoi dong gido duc
Phu trach va chi dao thuc hién mot sd mat cong tac sau:
5.1. Phuy trach va chi dao cac hoat dong cong doan.
5.2. Xay dung ké hoach va chi dao thuc hién cac cudc van dong va phong trao thi
dua “Xady dung truong hoc than thién hoc sinh tich cuc”.
5.3. Quan 1y va theo ddi cac hoat dong va cac chi sb vé cong tac thi dua ciia CB,
GV, NV trong truong.
5.4. Xay dung va chi dao thyc hién ké hoach cua Hoi déng truong.
5.5. Soan thao, ghi chép ndi dung cac cudc hop cia HPSP, cua t6 chuc xa hoi
khac khi lam viéc véi nha truong.
5.6. Soan thao cac van ban hanh chinh vé cac hoat dong gido duc cia nha truong.
5.7. Thong ke, tong hop céc sb licu.
5.8. Truc va theo ddi quan 1y cac cong viéc khi BGH di vang, giai quyét cac cong
viéc duoc Hiéu truong uy quyeén.
5.9. Lam mot s6 cong vi¢ce khéc khi dugc Hi€u truong — Bi thu chi bd phéan cong

6. Nguyén Quyét Thing - Bi thu Poan THCS H6 Chi Minh

Phu trach va chi dao thuc hién mét sb cong vi¢e sau:

6.1 Xay dung ké hoach va chi dao cac hoat dong ciia Poan TNCS HCM

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

6.3. Két hop cung Tong phu trach Doi phat dong, duy tri cac phong trao thi dua
ctia hoc sinh, t6 churc cac hoat dong trong cac ngay 18 16n.

6.4. Quan tri mang ( phu trach trang web nha truong )

6.5. Lam mot so cong viéc khac khi Ban giam hiéu phan cong.

7. Tran Thi Quyén - Téng phu trach Doi TNTP Hd Chi Minh



Phu trach va chi dao thuc hién mét sb mat cong tac sau:

7.1. Xay dung ké hoach va chi dao céc hoat dong ciia Boi TNTP HCM.

7.2. Quan ly va chi dao viéc thuc hi¢n nén nép, cac quy dinh, cac hoat dong cua
hoc sinh toan truong.

7.3. Quan 1y va chiu trach nhiém ca nhan vé tai san cta Doi. (Theo bién ban tiép
nhan tai san hang nam).

7.4. Quan ly va theo doi cac hoat dong va cac chi s6 thi dua cua hoc sinh toan
truong.

7.5. Két hop cung cac t6 chic khac trong va ngoai nha trudng to chirc cac hoat
dong theo chu diém (20/11, 26/3, 22/12....)

7.6. Phy trach phan mém V.EMIS

7.7. Lam mot s6 cong viéc khac khi dugc Ban giam hiéu phan cong.

8. T6 truéng, to pho to chuyén mon
Phu trach va chi dao thuc hién mét sb cong viéc sau:

8.1. T6 trudng to chuyén moén

- Xay dung chuong trinh hoat dong cua t6, giup gido vién xdy dung ké hoach cong
tac chuyén mon, kiém tra dén déc mdi t6 vién thuc hién ding ké hoach da dé ra, thao
luan, nhan dinh tinh hinh va danh gia két qua gido duc hoc sinh thudc pham vi cua to
phu trach, ban bac ¢ bién phap nang cao chat luong gido duc toan dién.

- T6 trudng trao doi va danh gia sang kién kinh nghiém gido duc, t6 chtc dy gio
1én 16p ctia nhau dé rat kinh nghiém, t6 chic thao gidng, chuyén d¢, t6 chirc bdi
dudng nang cao trinh do t6 vién.

- T6 chirc phong trao thi dua trong t6, nhan xét danh gia to ‘vién dé nghi khen
thuong va ky luat ddi voi t vién. T6 trudng chuyén moén quan 1y so sinh hoat to.

- Chiu trach nhiém chinh trong vi€c soan thao chuong trinh, ke hoach day. Hoan
thanh diy du va gui lai cho BGH dung han qui dinh cac yéu cau can bao céo nhur ké
hoach giang day, so sinh hoat t6, nodi dung 6n tap, cac bao cao, hd so khac.

- C6 trach nhiém phéan cong ngudi day thay khi c6 to vién nghi bénh hodc ban
cong tac.

- Tham gia cting BGH nha truong trong cong tac kiém tra hoat dong day hoc cua
gido vién, hoc sinh.

8.2. T6 pho t6 chuyén mén

- Tham muu cho t6 trudng trong viéc xdy dung ké hoach va diéu hanh thuc hién
ké hoach to.

- Soan théo, ghi chép, tong hop cac sb lidu vé cac hoat dong cua to chuyén mon.

- Piéu hanh cac hoat dong chuyén moén khi dugc t6 truong uy quyen.

8.3. Thuc hién mot s6 cong viéc khac khi duge Ban giam hi¢u phan cong

9. Pham Thi Hwong
- Phu trach thu vién, thiét bi gido duc.

10. Bui Thi Luén - Ké toan, T6 truong t6 hanh chinh - vin phong
10.1. Xay dung ké hoach chung cia to, chi dao t6 vién thuc hién theo ké hoach to,
ké hoach chung ctia nha trudng.
10.2. Pho t6 céc loai tai li€u cua nha truong.



10.3. C6 trach nhiém tiép tan mdi khi nha trudng c6 khach

10.4. Phy trach cong viéc ctia can bo Y té theo quy dinh ctia nganh.

10.5. Ghi chép s6 cong vin di, dén. Luu cac cong van di dén trong may tinh va
trong ho so cta nha truong.

10.6. Phu trach cac cong viéc clia nhan vién ké toan theo quy dinh cta nganh.

10.7. Bé xuit phuong 4n va thao cac hop dong lao dong trong nha trudng.

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

10.9. Theo ddi va cap nhat s6 Bao hiém caa CBGV NV trong trudng.

10.10. C6 trach nhiém chuyén cac loai cong vin di, dén (Cac loai cong vin phai
chuyén truc tiép khong qua hop thu).

10.11. Tham gia c4c hoat dong khac khi Ban giam hi¢u phan cong



11. Giado vién bé mén
- Thue hién day hoc theo ké hoach. Thuwc hién Phan céng chuyén mén
- Tham gia cong tac PCGD cla dia phwong.
- Phéi hop véi cac td chirc, doan thé, ... dé thwe hién nhém vu gido duc toan dién hoc sinh.
- Tham gia cac céng viéc khac khi dwoc phan cong.

*Chay:

Moi CBGV CNV va hoc sinh trong trwdng cé trach nhiém, nghia vu thyc hién theo Luat Gido duc va biéu l&
trwdng trung hoc co s&. Chiu trach nhiém ca nhan vé nhiém vu dwoc giao trwédc BGH va cép trén thudc linh vuc
minh dwoc phu trach, ddng thoi tham muwu véi 1anh dao nha trwdng td chire thwe hién cong viéc dwoc phu trach dat
hiéu qua theo dung chi tiéu ké hoach dé ra. Quan ly va hoan thanh cac hd so thudc linh vc phu trach day dd, ding
quy dinh. Chiu trach nhiém cung c&p day du thong tin va hd so thudc linh vie phu trach khi dwoc kidm tra.

N&i dung cong viéc duoc giao & trén sé& cd sy thay dbi khi cd sy bién dong vé tinh hinh nhan sy clia nha
trwdng (Sé co QP bé sung).




