UBND XA BA XA CONG HOA XA HOI CHU NGHIA VIET NAM

lRll(\N(‘_y_l_l“)“lul_Hl“l_l_(_b BA XA Dge 1dp - Ty do - Hanh phic
S6: A/QD- THCS-BXA Ba Xa, ngav o thang 9 nam 2025

QUYILT DINH
V/v phiin cong nhi¢m vy cho ¢ nhin, by phin trong don vi
Nim hoce 2025-2026

HIEU TRUONG TRUONG PTDTBT THCS BA XA

Can ew Thong ne 86 32/2020/T7- I>(:Dl)l ngay 15 thang 9 nam 2020 cua
Bo Gido dyue va Dao tao Ban hanh kem Dicu I¢ tr wong trung hoc co so, truong
trung hoc p/l() thong va tr uunqplm thong co nhidu cap hoc:

Can ctr Thong tw $0 03/2023/TT- BGDDT ngay 6 thang 02 nam 2023 cua
B¢ Gido duc va Dao tqo vé vide Ban hanh Quy ché 16 chite va hoat dong cia
truomg pho thong dan tée ban trii;

Can ¢ Thong tw 86 05/2025/TT- I;C:DDI ngay 07 thang 3 nam 2025 cua
B¢ Gido due va Dao tao ban hanh quy dinh V6 ché d¢ lam viée dsi voi giao vién
ph() thong, die bi dai hoc;

Thong te so 20/2023/T7T- BGDDT ngay 30 thang 10 nam 2023 Ve vige
Hueéng den \c vi tri viée lam, co cdu vién chive theo chite danh nghé nnh:ep va
dinh mre 86 heong ngueoi lam vige trong cde co so gido duc plm théng va cac
truong chuyén biét cong ldp.

Xét néng hee cong tde cua can 13(5. gido vién, nhan vién.

QUYET DINH:
. A " - " A ’ A A ) - e N g Y P

Dicu 1. Phin ¢ong nhi¢m vu cho c¢d nhan, by phin Truong PTDTB
THCS Ba Xa nam hoc 2025+ 20206 (¢6 phdn cing cu thé kem theo).

« A Nt * A ~ ~ L S Y » Ny . n
Dicu 2. Cac cd nhdn, b phdn trong don vi cin ¢t vao nhiém vy dugce
Y PIg & ! : \ X
phin cong c6 trdch nhi¢m xdy dung ké hogch hoat dgng va thyce hi¢n ké hoach
cho phu hop véi die thit edng vige duge giao.
Didu 3. Quyét dinh ¢6 hidu lye k& tir ngay 01/9/2025,
'A ’ ' N - “l \ P, 1 4 » . A

Dicu 4. Cdc cd nhan, bd phin ¢o tén tai Dicu | va cde 16 chire ¢o lién quan
trong nhd trudng cin et Quyct dinh thi hanh./.

Noi nhin:
« Nhu dicu <

- Websile truong,
= Laru: VT,

Puogc quét bang CamScanner


https://v3.camscanner.com/user/download

PHAN CONG NHIEM VU
‘A NHAN, BO PHAN TRUONG PTDTBT THCS BA XA
NAM HOQC 2025- 2026
uyp/ dinh 50: 500D-THCS-BXA ngay of thang dnam 2025
PTOTBT THCS |z f|criar Hiéu truomg trucmg PDTBT THCS Ba Xa)

I. Hiéu trudng- D/c Dang Vin Nghié¢m
- Thuc hién nhiém vu theo khoan 1, diéu 11, Diéu I¢ Truong trung hoc co 50,

truong trung hoc phd thong va truong pho théng nhiéu cap hoc theo Thong tu s0
32/2020/TT-BGDDT ngay 15/9/2020 cta B truong Bo Giao duc va Pao tao.

- Chu tai khoan, quan ly va sir dung tai chinh cta don vi. Phu trach chi dao cac
ché do chinh sach ctia nha gido va hoc sinh.

- Chiu trach nhiém chinh vé cong téc lanh dao, chi dao, diéu hanh thuc hién
nhiém vu cta nganh.

- Béo c4o tinh hoat dong cia don vi voi cac cép lanh dao.

- Tham muu véi céc cap nhiing van dé c6 lién quan dén cong tac gido duc ¢ dia
phuong.

- Truc tiép quéan ly co so vt chat, doi ngil, xay dung b may hoat dong trong
don vi.

- Truc tiép phu trach «chi dao cdng tac klem dinh chat luong gido duc, ké hoach
xdy dung céc tiéu chuén vé truong chuén quoc gia.

- Truc tlcp theo doi cong tac Poan, Doi TNTP HCM.

- Truc tiép chi dao cong tac kiém tra noi bo truong hoc.

- Truc tiép phu trach cong téc gido duc phap ludt. Truong hoc an toan vé an ninh
trat tu, cong tac phong chong thién tai.

- Céng tac CCHC, chuyén dbi s6, chap hanh ky ludt ky cuong hanh chinh.

- Quén 1y hé so CB, GV, NV (Bao gém phd‘n mem quan ly hé so can bg, CC,
VC cua don vi)

- Cong tac chi nhiém 16p, tu van tam li hoc duong cho hoc sinh.

- - Truc tiép phdi hop: Ban DDHCM hoc sinh trudng; cong tac xa hdi hoa ciia cac

t0 chirc, ca nhan trong va ngoai nha truong.

- Chi dao cong tac thi dua, khen thudng-ky luat déi vai CBGVNV va hoc sinh.

- Chi dao cdng tac y té truong hoc; cong tac thiét bi- thu vién;

- Chi dao thuc hién cong tac xay dung truong chuan Quéc gia; thu vién chuin
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- True tlcp ky duyét ké hoach cua cac bd phén, ké hoach chuyén mon cua nha
trudng; cde vin ban gt cde cp, cic nganh va cac van ban khac lién quan dén hoat
dong nha truong.

- Giang day du so tict theo dinh mac quy dinh (theo phdn cong giang day).
Tham gia sinh hoat chuyén mon 16 Xa hoi

- Truce tiép quan ly, luu gitr cac loai hd so (theo danh muc hé so ciia nha
truong).

- Chiu trach nhiém trudc cép trén vé cdc hoat dong gido duc trong nha truong.

2. Pho Hi¢u trudng- D/c Pham Dong Duy

Thuc hién nhiém vu theo khoan 2, diéu 11, Diéu 1§ Trudng trung hoc co so,

truong trung hoc phd thong va truong phd thongD nhiéu cap hoc theo Thong tu 50
32/2020/TT-BGDDT ngay 15/9/2020 ctia Bg trudng Bo Gido duc va Dao tao;

Tham muu cho Hiéu truéng, phu trach, chi dao thuc hién cac nhiém vu sau:

- Céng tac chuyén mon cip THCS: Xay dung ké hoach hoat déng va quan ly,
diéu hanh céac hoat dong chuyén mén, phéan cong gido vién day thay; trién khai, kiém
tra, dén ddc viée thue hién nhiém vu céc to chuyen moén; ky duyét cac loai hd so
thudce linh vuc chuyén moén (Ké hoach day hoc ciia Té truong, gido vien, ké hoach
cia t6 chuyén mon, lich day thay, thoi khda biéu, cdc loai hé so chuyén mon khdc
thuge linh vuc phan cong phu trdch); xay dung ké hoach tham gia céc cudc thi, hoi
thi chuyén mén do nha truong hoéc cap trén to chic; thuc hién béo cdo, thong ké linh
vuc chuyén mén, dugc ty quyén ky cac vin ban gui cép trén thudc linh vuc chuyén
mon.

- Truc Ucp phu trach cong tac chi dao cong nghé¢ thong tin, website, img dung
cac phén mcm quan ly cua don vi (CSDL nganh, SMAS, tap hudn CSDL, temis, phan
mém tuyén sinh, quan 1y (0t nghiép, hoc ba so...), cong tac chuyén dbi sb trong linh
vuc ctia nganh tai don vi.

- Truc tiép phu trach chi dao cong tac cic hoat dong: ATGT, ma tuy, Chir thap
do va cac hoat dong xa hoi, tu thién; cong tac khuyén hoc; hoat dong ngoai khoa
khac: VN, TD'I'T, vin hoa hoc dudng, binh ding gidi, cong tac vi su tién bd cua phu
ntr.

- Truec tiép phu trach thuc hién cong téc pho cap gido duc.

- Phu trach cong tdac GDTX; cong tac gido duc dan tdc; cong tac ly tuong dao
dirc cach mang cho hoc sinh; cong tdc phong chdy chira chdy.

- Truc tiép chi dao cong téc to chirc hoat dong ban tri cho hoc sinh (Bao g a6m:

viéc dn, &, sinh hoat, truc ban tr(, an toan v¢ sinh thuc pham cap phat ché do cho hoc
sinh).

- Truc tiép theo ddi cong tac hoat dong trdi nghiém, khoa hoc k¥ thut.
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- True ticp chi dao cap phat van bang ot nghi¢p cua hoe sinh,
- Tham muu ho so chi tra che dd thira gid cho giao vién.
- Ky duyét SO goi tén va ghi diém, hoe ba hoe sinh cap THCS.
- Dugce uy quyen chu tai khodn va thye hign cac nhign vu cua khi higu truong di

vang.

- Giang day du so tiét theo dinh mirc quy dinh (theo phdan cong giang day).
Tham gia sinh hoat chuyén mon T6 Ty nhicn.

- Truc tiép quan Iy, luu gilt cdc loai ho so (theo danh muc ho so cuia nha
ruwong).

- Chiju trich nhi¢m ¢4 nhan vé cdc linh vue minh duge phy trdch truoc Hi¢u
truong. dong thoi cung Hidu truang chiu trich nhi¢m trong edng tdc quan ly nha

truong trudc cap trén. -
5

I1. Ciac b phin "

4 A g ~ A rpv A - b g A 3. 4 L 2 2 TR

1. Cic T truwong chuyén mén To Vin phong, To quin 1y hoc sinh ban tru Tom

(¢6 ciic QD kem theo) BA

- C6 nhi¢m vu xdy dung ké hoach, dicu lmnh t6 chie thue hién cdc hoat dong >~
chuyén mén cua té theo Diéu 14 Théng tu sO 32/2020/TT-BGDDT ngay 15/9/2020
cua Bo Gido duc va Dao tao Ban hanh kém Didu lu truong trung hoe co so, truong
trung hoc phé théng va trudng phé thong ¢6 nhidu cdp hoc.

- Téng hop bio cdo dinh ky, dét xuét tinh hinh ¢éng tac chuyén mén cua to.

- Tham muu cho linh dao nha truong cac hoat dong lién quan dén cong tac
chuyén mén, cong tic van phong, cong tac ban tru.

- Truc tiép quan ly, luu gitt cac loai ho so (theo danh muc ho so cua nha
triong).

- Thuc hién mot s6 nhiém vu khac khi lanh dao phan cong.

- Chiu trach nhiém trude lanh dao vé nhting nhiém vu duoc phan cong.

2. To Vin phong, (¢6 cic QD kém theo)

- C6 nhiém vu xdy dung ké hoach, dicu hanh, t6 chie thue hién cac hoat dong
chuyén mén ctia o theo Piéu 15 Théng tu sb 32/2020/TT-BGDDT ng gay 15/9/2020
ctua Bé Gido duc va Dao tao Ban hanh kem Didu I¢ trudng trung hoc co' so, truong
trung hoc phd thong va truong phd théng ¢6 nhiéu cdp hoc;

- Tong hop béo cao dinh ky, dot xuat tinh hinh cong tac chuyén mén cua to.
- Tham muu cho lanh dao nha truong cdc hoat ddng lién quan dén cong tac cong
tac van phong.

- Thye hién cap phét cac khoan ché d¢ chinh sich hoc sinh.
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- Trye tidp quan 1y, luu pitr cie logi hoy so (theo danh mue ho so cua nh
truong).

- Thye hi¢n maot sO nhiém vy khae khi lanh dao phén cong,

- Chiju trdch nhiém trudge lanh dgo vé nhimg nhiém vy duge phan cong,

3.16 quin Iy hoe sinh bian trd (¢6 cae QD kém theo)

- Co nhi¢m vy xdy dyng ké hoach, didu hanh, to chire thye hién cac hoat dong
chuyén mén ctia 10 theo khoan 2, Diéu 06 Ihon{, (w56 03/2023/TT-BGDDT ny 1y
06/02/2023 cua 130 Gido due va Dao tao vé vice Ban hanh Quy ché td chirc va hoat
déng ctia trudmg phd thong dan (oe ban .

- Téng hop bao cio dinh ky, dot xudt tinh hinh cdng tac chuyén mon ctia 1O,

- Tham muu cho 1anh dao nha trudng céc hoat dong lién quan dén cong tac cong
tac van phong.

- Thue hién cap phat cac khoan che d chinh séch hoc sinh.

- Truc tiép quan ly, luu gitt cdc loai hd so (theo danh muc ho so cia nhe
truong).

- Thue hién mot so nhiém vy khac khi ldnh dao phan cong,

- Chiu trach nhiém trude lanh dao vé nhitng nhi¢m vy duge phan cong.

r lx ’ A X .

4. Tong phu trach Dgi- D/e 116 Minh Phuong

- Xay dung k¢ hoach va thue hién céc hoat dong cua DOi TNTP HCM.

- Tong hop, bdo cdo tinh hinh thyc hién nhiém vy c¢ong tac Do, cac hoat dong
ngoai khoa cta hoc sinh trong nha truong.

- Quan ly va chi dao viéc thyc hién né nép, cdc quy dinh, cac hoat dong cua hoc
sinh toan truong,.

- Quan ly va chju trach nhi¢m ¢4 nhan v¢ tai san cua DOoi. (Theo bi¢n ban ti¢p
nhén tai san hang nam).

- Quan ly va theo doi céac hoat dong va cac chi so thi dua cua hoc sinh toan
truong.

- Két hop cling cdc (6 chie khéc trong va ngodi nha truong to chire cac hoat
dong theo chi diém cdc ngay & trong ndm

- Tham muu cho hi¢u truong xdy dung va thuc hicn ké hoach hoat dong trii
nghiém cho HS toan truong, ké hoach 16 chtrc Trung thu; luu trir ho so hoat dong.

- Phu tréch phdi hop tham muu céc ké hoach hoat dong cta Té chirc Tam nhin
thé gigi (Cong tac ving) cho truong.
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< Thue hién gido duc /\l(nl phong tranh cac t¢ nan: Ma thy, bao Juc hoc
duong, tai nan dudi nuae, tr van tam 1 hoc sinh...
e » a » . § 1
- Thue hi¢n cong tac lruycn thong, tuyén truyén cac sy kién, ngay le ... trong
nam.
- Theo ddi va quan ly ho so nhin hoc b(my cua hoc sinh flogi hoe bong, danh
sach hoe sinh dwge nhan hoc hong va gid tri nioi loai).
- True tiép quan ly, hru giit cac loai ho sa (theo danh muc ho so cua nha
1rong).
- Thue hién mot so nhiém vu khac khi lanh dao phén cong.
- Chiu trach nhiém trude Hiéu truong nhimg nhiém vu diroc phan cong.

5. K& toan- D/e DA Thi Hong Mudi

———

- C4 trach nhiém va gitp Hiéu trudng quan ly hé so tai chinh cua don vi, quan ly 4\4

tai san, hd so chirng tir; thuc hién nguyén tic thu- chi tai chinh ding quy dinh cua NG
Nha nudec. THC,
- Lap ké hoach thu chi theo théng, quy, nam, dinh ky bio cao hoac bdo cao theo &

yéu cau ctia lanh dao vé tinh hinh tai chinh ctia don vi. _}"

- Danh gld hoat dong tai chinh ctia nha truong, dé xuét cic bién phap nham ning
cao hiéu qua hoat dong tai chinh; kiém tra tinh hop ly, hop 1¢ cua tat ca cac loai
chirng tlr, hoan chinh thu tuc ké toan trudce khi trinh lanh dao duyét. Theo doi va hoan

thanh nghia vu thué cta don vi.

- Cong khai minh bach céc van dé lién quan dén cong tac tai chinh, ké toan
trong nha truong; thuc hién tang, giam, diéu chinh BHXI1; thuc hién cac ché do
chinh sach cho can b, gido vién, nhan vién va hoc sinh trong truong.

- Quan ly, bao céo tai san cong cta nha truong, kiém ké dinh ky tai san ctia nha
truong.

- Phéi hop véi bd phan tham muu dé xuat thanh ly, stra chira, mua sam tai san
cua nha truong.

Xay dung ké hoach, lo chire thye hién céc ché do chinh sach déi véi hoc sinh;
theo ddi viéc cap phat cac ché dg chinh séch cho hoc sinh.

- Phu trach cong téc tong hop, bio cdo céc ché dd chinh sach cua can bd, gido
vién, nhan vién va hoc sinh.

- Truc ticp quan ly, luu gilr cac loai ho so (theo danh muc ho so cua nha
truong).

- Thye hién nhiém vu khéac do Hiéu trudng phéan cong.

- Chiju trach nhiém trude lanh dao nha truong vé nhimg nhiém vu duge phéin
cong, ;
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8, Cong tae Vin tha - Luu triv- Pham Thi Duyén

- Thye hien nhi¢m vy cong tae van thu: theo doi van ban di, dén, in chuyen Higu
trwong van ban den, dong dau; thiét 1ap va quan ly van ban di, dén (vio 56 van bar
vao so quan Iy van ban, lua, chuyén vén ban).

- Theo doi, quan 1y, xu ly vin bin trén phan mém loffice, hop thu cong vu cua
don vi. Phu trach phan mém CSDI. nganh dudi su chi dao cua Pho hi¢u truong.

- True tiép quan ly, luu gilr céc loai ho so (theo danh muc ho so cua nh
trieong). Quan 1y con diu cia nha trudng; phu tréch phan mém va quan Iy theo doi
cap phat bing tot nghiép.

- Tong hop, quan ly ho so mua, cip van phong pham trong nha truong.

- Thuc hién mét so nhiém vy khac khi 1anh dao phén cong.

- Chiu trach nhiém trude lanh dao vé nhing nhi¢ém vu dugc phan cong.

7. Y té hoc dudng- D/e D6 Thi Hong Mudi (Kiém nhi¢m)

- C6 nhi¢gm vy xdy dung ké hoach, diéu hanh, 6 chic thuc hién cic hoat dong
chuyén mon cia O van phong;

- Phu trach cong tac binh dang gidi, cong tac vi su tién bo cua phu ni.

- Phu trach cong tac chir thap dé trong truong hoc.

- Quan ly hd so'y té hoe dudng ctia hoc sinh.

- Quan ly 0 thude clia nha trudng, thue hién so ciru ban dau cho gido vién, hoc
sinh khi bi thuong tich trong khi tham gia cdc hoat dong tai truong.

- Phoi hop thuc hién cong tac lao dong vé sinh truong hoc.

- Thyc hi¢n ché do cham sdc ste khoe ban dau cua hoc sinh theo quy dinh.

- Tham muu cong tac phong chong dich, bénh trong truomg hoc.

- Bdo cdo cong tac y & truong hoc theo yéu cdu hang thang, timg ky va bao cao
khi lanh dao yéu ciu.

8. Cong tac Thi quy- Pham Thi Duyén

- Thye hi¢n cong tac thu quy: Quan ly cac khoan thu, cac khoan dong gop cua

hoc sinh, céc khoan hé trg ciia nganh, céc to chirc ca nhén trong va ngoai nha trudng,
cap phat céc khoin ché do chinh sach cuia can bé, gido vién va hoc sinh.

- Quén ly cac ching tir thu, chi cua gido vién va hoc sinh.

- Tong hop bio cdo cong tac thu chi ctia don vi.

- Moi sy mat mat chirng tlr, tién, phai boi thuong va chiu trach nhi¢m trurée phap
[udt.

- Chiu trach nhiém trude Hi¢u truong nhimg nhi¢ém vu duge phéin cong.
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9, Thu ky Hgi dong sw pham- D/¢ Pham Thi Duyén

- Ionﬂ hop va trinh lanh dao nha truong thong qua cac chuong trinh cong tac
cua nha trudmg: chuan bi cac bao edo cho lanh dao dia phuong va cae bao cdo khic
theo su phan cong cua Higu truong.

- Ghi bién ban cac cude hop cta nha truong, cua cae 10 chire xa hot khae khi lam
vide voi nha truong.

- Soan thao mot so vian ban hanh chinh; thong k&, tong hop cac s0 licu khi duoce
phan cong.

- Truc tiép quan Iy, luu gitr cdc loai ho so (theo danh muc ho so cua nha
truwong).

- Thue hién mot so nhiém vu khac khi lanh dao phan cong.

- Chiu trach nhiém trude lanh dao vé nhiing nhiém vu dugc phan cong.

10. Cong tac Thi dua- khen thwéng- D/c Pham Vin Den

- Phat dong cac phong trao thi dua, cic cugce thi trong ndm hoc doi voi can bo.
ido vién, nhan vien va hoc sinh.

- So, tong két cic hoat dong thi dua, cdc phong trao thi dua trong don vi.

- Tham muu, d& xudt véi Hoi dong TD- KT xét khen thudng doi véi tap thé, ca
nhan trong don vi.

- Quan Iy va theo doi két qua thi dua hang nam cua don vi.

T dLa

N\ S -

- Phu trach ho so Hoi nghi can bg, vién chue.

- Phu trach cong tac gido duc phdp ludt tai don vi.

- Phu trach cong tac van hoa, tng xu truong hoc.

- Truc tiép theo doi, téng hop cac khoan dong gop thuc hién cong tac tur thien,
nhan dao, dé on dap nghia cta don vi trong nam hoc.

- Truc tiép quan ly, luu gitt cac loai hd so (theo danh muc ho so cia nha
truong).

- Thue hién mot sé nhiém vu khac khi lanh dao phan cong.

- Chiu trach nhi¢m trudce lanh dao vé nhimg nhiém vu duoc phén cong.

11. Cong tac CSVC, vudn truong- lao ddng- D/c Pham Vin Mdi

* Co s¢ vt chit, cong tac vudn trudng- lao ddng

- Co nhiém vu xay dung ké hoach, t6 chire thyuc hi¢n cac hoat dong cta cong tic
vuon truong lao dong.

- C6 nhiém vu xay dung ké hoach, t6 chirc thuc hién cic nhiém vu quan ly, theo
doi. dé xuit cac nhu cAu vé co s& vt chit cua nha trudng.
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Tham mus <ho lanh dgo nha truong tu sua nhimg van dé lién quan deén vide

~

phat quan vuon truong. v¢ smh. h¢ thong dién, nude. ban g}k
- Truc tiép quan 1¥, luu gitr cac loai ho so ftheo danh muc ho s cua nha
‘ P quan |y g )
fricomg ).
- Thue hign mot s6 nhiém vu khéc khi lanh dao phan cong.
- Chiu trach nhiém trude lanh dao ve nhimg nhi¢m vu dugc phan cong.
“ . rRY R e « . Pt A »
12. Cong tac TDTT toan trudng- D/c Tran Phuc
- C6 nhiém vu xay dung ké hoach, t6 chire thuc hién cac hoat dong cua cong tic
thé duc thé thao trong niim hoc, phong trénh tai nan thuong tich, clru nan.
- Tham muu. d¢ xuat cho lanh dao nha truong nhimg van dé lién quan dén cac
hoat dong TDTT trong nam hoc.
- True tiép quan ly, luu gitr cac loai ho so (theo danh muc ho so cua nha
trieong).
- Thuc hién mot sé nhiém vu khac khi lanh dao phan cong.
- Chju trach nhi¢m trudce 1anh dao veé nhitng nhi¢m vu dugc phan cong.
~ A r 2 ’ ~ ’ ~ X [2 &1 T A P %
13. Cong tac Phong chiy chira chay(PCCC) - Dle Nguyén Thi Hong Tham
- C6 nhiém vu xay dung ké hoach, 16 chiic thyc hién cdc hoat dong cua cong tac
PCCC trong ndm hoc.
_ Tham muu. dé xuat cho lanh dao nha trudng nhiing van dé lién quan dén cac
hoat dong PCCC trong nam hoc.
- Truc tiép quan ly, luu gitr cac loai hé so (theo danh muc ho so cua nha
trueong).
- Thuyc hién mot s6 nhiém vu khac khi lanh dao phén cong.
- Chiju trach nhi¢m trude lanh dao vé nhing nhi¢m vu dugc phan cong.
14. Cong tac Viin nghé- D/c Pham Thj Truong
- Xay dung k¢ hoach hoat dong véin ngh¢, tham muu to chure cac hoat dong van
ngh¢ trong truong.,
- True tiép quan ly, luu gitr ¢dc loai ho so (theo danh muc ho so cua nha
truong),
- Thue hién mdt s6 nhiém vy khac khi lanh dao phén cong.
- Chju trach nhiém trude Higu truong nhimg nhiém vu duge phdn cong.
A~ LA AV Al LE &l x ’
15. Cong tac PCGD- D/e Trin Phue

- Xay dyng ke hogeh, 16 chire thye hign eong tae pho ¢dp gido duc.

()
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- Tham muu cho lanh dao nha truong nhimg van dé licn quan dén cong tac phf)
cdp gido duc, chi dong d¢ xuat cong tde van dong hoc sinh ra lop.

- Truc tiép quéan ly, luu gitt cdc loai hd so (theo danh muc hé so cua nha
trwong).

- Thue hién mot s6 nhiém vu khéac khi lanh dao phan cong.

- Chiu trach nhiém trude Hiéu trudng vé nhing nhiém vu dugc phan cong.

16. Cong tac CNTT- D/c Pham Minh T

- Phy tréch tham muu gitp nha tr wong thuc hi¢n nhi¢m vu cong nghé thong tin

(kc ca phong Tin hoc), chuycn dbi s6, Website, hoc ba s& va cac nhiém vu lién quan
dén cong nghé thdng tin trong trudng hoc dudi su chi dao cua Phé hiéu truong.

- Cung véi cac bd phan lién quan hudng dan gido vién, hoc sinh tham gia cac
cudc thi qua mang.

- Tham muu lanh dao truong cdng tac bao tri, bao dudng, stra chita cac thiét bi
phong Tin hoc. )

- Truc tiép quan ly, luu gift céc loai h6 so (theo danh muc hé so ciia nha
truong).

- Thuc hién mot sd nhiém vu khéc khi 1anh dao phan cong.

- Chiu trach nhiém trude Hiéu truong vé nhiing nhiém vu duoc phan cong.

17. Cong tac GDKNS-Tw van tam Iy hoc duong- D/c Pham Vin Loi

Tham muu cho hiéu truéng xdy dung va thuc hi¢n ké hoach hoat dong
GDKNS tu van hoc duong cho HS toan truong; luu triv ho so hoat dong KNS, ho so
hoat déng tu van tam 1i hoc dudng.

- Phu trach phéi hop tham muu cac ké hoach hoat dong cua T chic Tam nhin
thé gidi (Cong tac vung) cho truong.

- Thuc hién mdt s6 nhiém vu khéc khi linh dao phén cong.

- Chiu trach nhiém trudc Hiéu truong vé nhiing nhiém vu dugc phan cong.

- Truc tiép quan ly, luu gilt cdc loai hd so (theo danh muc hé so cia nha
truong).

- Thue hién mot s6 nhiém vu khac khi lanh dao phan cong.

- Chiu trach nhiém truéc Hi¢u truong vé nhitng nhiém vu dugc phan cong.

18. Thw vién, phu trach thiét bi- D/c Pham Vin Méi

* Cong tac thw vién

- Lap day du céc loai so dé quan ly, theo ddi cac loai sich cta thu vién.

- Lap day du s theo dbi gido vién, hoc sinh muon sach tham khao, SGK.
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- Gio1 thidu Kip thot nhimg i lidu moi, thict bi mai dén gidgo vién va hoc sinh.

- 16 chite, sip .\C‘p ti lidu cho CB, GV. NV, hoc sinh ¢0 diéu kién doc. nghién
curu, tham khao.

- Lap k¢ hoach d¢ nghi mua sdm tai ligu, sich tham khao, SGK bo sung.

- Thue hign kicm k¢ vao cudi hoe ky I va cudi nam hoc.

- True tcp quan Iy, luu giir cic loai ho so (theo danh muc ho so cua i
trwong).

- Thue hién mot so nhiém vu khac khi lanh dao phan cong.

- Chiu trach nhi¢m trude Hi¢u truong vé nhimg nhi¢m vy dugc phan cong.

* Cong tic thidt bi trwdmg hoe

- Lap va ghi sa theo doi, quan Iy tai san, TB-DDDH, bao tri tai san.

- Lap day du sd theo ddi gido vién su dung thiet bi, DDDH va bao cao kip thot
cho Higu truéng v¢ tinh hinh st dung DDDH cua gido vién timg thang, hoc ky va
cudi nam hoc.

- Sép xép cho hop 1y, khoa hoc tao diéu kién thuan loi cho ngudi str dung. cling
nhu tién cho cong tic kiém tra, bao quan va kiém ké.

- Kip thoi gidi thi¢u nhitng TB-DDDH méi cho gido vién.

- Tham muu cho lanh dao nha trudong nhiing vén de lién quan dén cong tac thict
bi, kiém ké dinh kv tai san cua thict bi cudi hoc ky I va cudi ndm hoc

- Truc tiép quan Iy, luu gitt cdc loai ho so (theo danh muc ho so cua nha
trueong).

- Thue hién mot so nhiém vy khac khi lanh dao phan cong.
- Chiu trach nhiém trude Hi¢u truong vé nhing nhi¢ém vu dugc phén cong.

19. Cong tiac nir cong va sy tién b cua phu ni-D/C Than Huong Tra

Tham muu cdc ke hoach hoat dong ton vinh phu nir va sy tién bg cua phu nir;

Thue hién cong tac nir cong, phong trao “Hai gioi” va su tién bd cua phu nir;

1

Truc tiép quan ly, luu gitr cac loai ho so thude linh vuce phu trach

Thyce hién mdt s6 nhiém vu khac khi 1anh dao phan cong.
- Chiu trach nhiém trude Hicu truong vé nhting nhiém vu duge phan cong.

20. Cong tic KDCLGD va truong chuan qude gia-D/c D6 Vin Minh va
Phung Thi My Hanh

- Tham muu ké hoach, té chiic thue hi¢n cong tac l\mm dinh chat lugng gido
duc, ké hoach xay dung cac tiéu chudn vé trudng chudn qudc gia.
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- Truc liép quan ly, luu gitr cac loai ho so thudc linh vuc phu trach.

- Thuc hién mot s6 nhiém vu khac khi lanh dao phan cong.

- Chju trach nhiém trudc Hiéu truong Ve nhirng nhi¢m vu dugc phén cong.
21. Cong tic tuyén sinh (L&p 6)-Nguyén Thi Hong Tham

- Truc tiép quan ly, thuc hién phan mém tuyén sinh dau cap.

- Cng v&i Hoi dong tuyén sinh thuc hién cac nhiem vu lién quan cong tac tuyén
sinh.

- Thue hién mat s6 nhiém vu khéc khi lanh dao phéan cong.

- Chiu trach nhiém trude Hiéu truong vé nhiing nhiém vu dugc phén cong.

22. Co s& di liéu nganh, SMAS-Duong Thi Lon

- Truc tiép quan Iy, thuc hién phan mém Co s& dir liéu nganh, SMAS nha truong

- Cling v6i1 chuyén mén truong thue hién nhap liéu bao cdo dinh ki theo yéu ¢
cac cap quan ly quy dinh.

- Thuc hién mot s6 nhiém vu khéc khi lanh dao phan cong.

- Chiu trach nhiém trudc Hiéu trudng ve nhitng nhiém vu dugc phén cong.

23. Vén dong hoc sinh — Pham Vin Di, Pham Vin Khau

“Truc tiép tham muu nha truong ké hoach van dong hoc sinh ra 16p hang thang
va theo yéu cau nhiém vu.

-Truc tiép cung véi GVCN di van dong hoc sinh va thuc hién cac nhiém vu theo
ké hoach dugc giao

- Thuc hién mot s6 nhiém vu khac khi 1anh dao phan cong.

- Chju trach nhiém trude Hiéu trudng vé nhirng nhiém vu duge phén cong.

24. Bio vé - D/c Pham Vin Ngoi

- Bao vé co quan (ke ca ngay Ié, tét, cha nhat). Cé nhiém vu kiém tra, kiém soat
nguoi ra vao co quan (ke ca hoc sinh), thudng xuyén lién h¢ véi lanh dao, gido vien,
nhan vién nha trudng va cac co quan lién quan khi truong co van dé dot xuat. Co
trach nhiém bao vé tai san, lam mat tai san phai chiu trach nhiém boi thuong.

- Don vé sinh khu vé sinh dung cho hoc sinh, cham soc cay xanh bong mat san
truong.

- Thue hién mét s6 nhiém vu khac khi lanh dao phan cong.

I11. Giao vién

1. Gido vién dirng 16p (C6 bang phdn céng kém theo).
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Thue hién nhiém vy theo dicu 27, Thong tr so 32/2020/1T-BGDDT ngay
l*")“ﬂ“() ctia BO Gido due va Dao tao Ban hanh kem Dicu 1€ truomg trung hoc co so,
trudmg trung hoe pho thong va truong pho thong o nhiéu cap hgc.

- Thye hién nhi¢m vy theo didu 4 Thong tr s6 05/2025/17T- BGDDI ngay 07
thang 3 nim 2025 cua BO Gido due va Dao tao ban hanh quy dinh vé che do Tam vide
doi vai gidgo vién pho thong, dy bi dai hoc.

- Thue hién giang day theo sir phan cdng cua lanh dao nha truong.

- Trye Gidp chiu sy diCu hanh cta o truong chuyén mon, tham gia sinh hoat
chuyén mon dinh ky theo quy dinh.

- Tham gia thao luin cac vén dé lién quan dén céc hoat dong gido dyc, cic che
dd chinh sach ctia gido vién, hoc sinh.

- Tham gia cic hoat dong, cdng tac khi lanh dao phan cong.

2. Gido vién Chi nhiém 16p (C6 bang phdn cong kem theo).

- Thyuce hién nhiém vu theo diéu diéu 27 va khoan 2 diéu 29, Thong tu $0

32/2020/TT-BGDDT ngay 15/9/2020 cia B Gido duc va Dao tao Ban hanh kem

Diéu 1¢ truong trung hoe ¢o S0, tr udng trung hoc phd thong va truong phd thong ¢
nhiéu cap hoc.

- Thuc hién nhiém vy theo diéu 4 Théng tu sb 05/2025/TT -BGDDT ngay 07
thang 3 ndm 2025 cua 36 Gido duc va Dao tao ban hanh quy dinh vé ché dg lam viée
dbi vai gido vién pho thong, du bj dai hoc.

- Thue hién cong tac chi nhi¢m 16p theo su phin cong cta Hiéu trudong

- Cé nhiém vy xay dung k¢ hoach, diéu hanh, to chirc thuc hién cac hoat dong
cua lop.

- Tong hop bdo cdo dinh ky, dot xuat tinh hinh thuc hién nhiém vy cua lop voi
Hi¢u truong.

- Tham muu cho lanh dao nha truong cac hoat dong lién quan dén cong tac gido
duc, cdc ché do chinh sdch cta hoc sinh.

- Phoi hgp vai cac b phén, gido vién trong nha truong, gia dinh hoc sinh d¢
thyc hién 1ot cac hoat dong gido duc trong nha truong,.

- Thue hién mot s6 nhiém vu khéc khi lanh dao phan cong.

- Chju trach nhi¢m trude lanh dao nha truong vé nhitng nhi¢m vu dugc phin
cong.

*Chu y:

Moi CB,GV, NV diepe phin cong nhi¢m vy chiu trdach nhigm vé nhiém vu dioe giao, dong
thoi tham nueu vai lanh dao nha treong 16 chive thue hign cong viée dwge phu trdach dat hién qua
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theo dhing chi ticu ké hoach dé ra. Quan Iy vai hm'a‘n thanh cde ho so thude linh viree phu trich z/dy
i, cing quy dinh, Cung cdp ddy di thong tin va ho sor thuge link viee phu tredeh khi dieoe kiém tra
NGi dung cdng vige dupe giao o (rén s¢ co s thayv doi tin theo tinh hinh thiee 1é ciia nha

reong (cé OD, dicu chinh, bé sung).
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