PHONG GDDT HUYEN DAI LOC

TRUONG TH&THCS DAI CHANH Doc 1ap =Tw do — Hanh phiic
S6: 45/QD-TH&THCSDC Dai Chdnh, ngay 01 thang & ndn 2024
QUYET DINH

(V/v phiin cong nhiém vu cho CB, GV, NV Nim hoc 2024-2025)

HIEU TRUONG TRUONG TH VA THCS DAl CHANH

Cén cir théng e So: 32/2020/TT-BGDDT ngay 1 5 thang 9 nam 2020 cua
B6 Gido duc va dao tao ban hanh Diéu Ié truong trung hoc ca s0, truong rung
hoc phé thong va tricong phé thong cé nhiéu cap hoc;

Cén cir Thong tie s6 28/2009/TT-BGD DT ngay 21 thang 10 nam 2009 ban
hanh quy dinh vé ché d@s lam viée d@oi vai gido vién phd théng;

Can cir Thong tie s6 08/2016/TT-BGDDT Quy dinh ché do giam dinh mic
gic day cho gido vién, giang vién lam cong tac cong doan khong chuyén trdach
trong cdc co s gido duc céng lap thudc hé théng gido duc quoc déan;

Can cir Thong tir sé 15/2017/TT-BGD DT ngay 9 thing 6 ndm 2017 ban
hanh Théng tie siea doi, bo sung mot s6 diéu cuia quy dinh vé ché do lam viéc doi
Vi gido vién phé théng ban hanh kém theo Thong tu $6 28/2009/TT-BGD DT
ngay 21 thang 10 nam 2009 ;

Can cir vao tinh hinh thuc té ctia don vi;

Xét nang liec va kha nang cong tac ciia can bé, gido vién, nhan vién.

QUYET DINH:

Ppitu 1. Nay phén cong nhiém vu cho can b, gido vién, nhan vién trong hoi
ddng su pham Trudng TH&THCS Dai Chanh nam hoc 2024-2025 (¢6 Ké hoach
phan cong cu thé kem theo).

Pidu 2. Can bo, gido vién, nhan vién trong hoi déng st pham cén cir vao
nhiém vu dugc phén cong ¢6 trach nhiém xdy dung ké hoach hoat dong va thue
hién ké hoach cho phu hgp v&i dic thi cong viée dugc giao.

Piéu 3. Linh dao nha truong, cac td chuyén mon, to viin phong, cac to chire,
doan thé trong truong va nhing ngudi co tén ta Piéu 1 chiu trach nhiém thi hanh
qu_\'ét dinh nay.

Quyét dinh 6 hiéu lyc ké tir ngdy ky./.
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PHONG GDDT HUYEN DAILOC  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TH& THCS DAI CHANH Doc 1ip =Tuw do — Ianh phic
Dai Chanh, ngay 01 thang 8 nam 2024

KE HOACH
PHAN CONG NHIEM VU CAN BO, GIAO VIEN, NHAN VIEN
Nim hoc: 2024-2025
(Ban hanh kém theo Quyét dinh s6 45/0P-TH&THCSDC, ngay 01/8 /2024 cua
Hiéu truong truong TH va THCS Dai Chdnh)

I. LANH PAO.
1. Hidu trudng, bi thu chi bd: Nguyén Viin Nam.
1.1. Chiu trach nhiém triwde ciip trén vé toan b cic nhigm vy sau:
- Xay dung, t6 chirc bd may nha trudng;
- Thue hién cac quyét dinh cta Hoi dong truong;
- Xay dung ké hoach va td chirc thuc hién nhiém vy nam hoc;
- Quan ly gidao vién, quan ly chuyén mén, ph'm cong cong tac, kiém tra danh gia
xép loai gido vién, nhdn vién; Chu tich hoi dong Thi dua -Khen thudng, ky luét doi
v6i gido vién, nhédn vién theo quy dinh; quan ly hé so CBVC.
- Quan ly hoc sinh va céc hoat dong cua hoc sinh do nha trudng td chire, xét duyét
két qua danh gia, xép loai hoc sinh, quyét dinh khen thuéng, ky ludt hoc sinh theo
quy dinh.
- Quan ly tai chinh, tai san ctia nha trudng, chu tai khoan.
- Thuc hién ché dd, chinh sich ciia nha nudc déi voi gido vién, nhan vién, hoc
sinh, t6 chutrc thuc hién quy ché dén chu trong trudng hoc; thuc hién cong tac xa
hoi hoa gido dyc ctia nha trudng.
- Tham muu véi lanh dao cac cdp dau tu CSVC dap img nhu cau day va hoc dic
biét la CTGDPT 2018.
1.2. Truc tup phu trdach cdc cong tic sau:
- Cong tac thi dua, cdng tac ky ludt, cdng tac quy hoach du ngudn.
- Phu trach cong tac co s¢ vit chét;
- Tuyén sinh; quan ly hoc sinh chuyén di, chuyén dén;
- Chi dao té van phong; phéi hop hoat dong véi Ban dai dién cha me hoc sinh.
- Chi dao Cong tiac Cong doan, chi doan, Lién doi TNTP Hb Chi Minh
- Chi dao hoat ddng ngoai gid lén l6p.
- Chi dao phong trao thi dua: “ Xdy dung trudng hoc hanh phuic”.
- Céong téc xdy dung trudng chuan qudc gia; Kiém dinh chét luong.
2. Pho hi¢u trudng, Phé bi thu chi bg: Tran Thanh Nhén.
Giuap hiéu truong chi dao céc cong tac sau:
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- Xdy dung ké hoach, t chire va chi dao thye hign cong tac chuyén mon nhat la
chuong trinh GDl’l 2018. Kiém tra, hudng dan cac hoat dong chuyen mon; tong
hop, bdo cdo vé cong tac chuyén mon cua truong bae THCS.
- Chi dao cong tac conn tac gido duc chét lugng dai tra, day thém hoc thém, cong
tac phy dao hoc sinh yéu kém., Boi dudng HSG, cdng tic tuyén sinh vao lop 10
THPT.
- Truc tiép chi dao: 2 td chuyén mén (Td TN va td XH), bd ph'm thu vién, thiét bi
- Kiém tra chuong trinh, hé so, du gio, duyét dé kiém tra, trién khai cac néi dung
thude chuong trinh lién quan dén mén hoc;
- Tham muu Hiéu trudng phin cdng chuyén mén, chi dao xép thoi khoa biéu.
- Chi dao, diéu hanh cong tac kiém tra, thi cua hoc sinh.
- Chi dao hoat ddng cac phong bd mdn
- Céng tac Gido dyc dao dirc hoc sinh; cong tac khen thudng, ky ludt hoc sinh.
- Chi dao phong trao thi dua: “ Xay dung truong hoc hanh phtic” theo cip hoc
- Chi dao cdng tac hudng nghiép, hoc nghé ctia hoc sinh;
- Cong tac tmg dung cdng nghé thong tin cua gido vién va hoc sinh theo cap hoc.
- Chi dao day hoc theo chuong trinh GDPT 2018 cua cip THCS.
- Cong tac Boi dudng gido vién, chi dao cong tic Hol giang chon gido vién day
gioi; Hoi giang chuyen dé, céc cudc thi cua gido vién theo cip hoc
- Chi dao cong tac Boi dudng hoc sinh gioi; céc cudce thi cua hoe sinh: thi hoc sinh
gioi, NCKH, Sang tao TTNND, Hoc Van —Van hoc, OTE..
- Kiém tra chuong trinh, hd so, dur gio, duyét dé kiém tra, trién khai cédc ndi dung
thudc chuong trinh lién quan dén mon hoc;
- Cong tac kiém tra ndi bd(xdy dung ké hoach kiém tra, t& chirc kiém tra); TS pho
td KTNB trudng hoc;
- Cong tac kidm dinh chét luong va tr u'O'no chudn Qudc gia
- Céng tac PCGD, Hoat dong GDNGLL cap THCS.

2. Pho hiéu trudéng: Vo Thi Tue.
Giup hiéu truong chi dqo cac cong tdc sau:
- Xay dung k& hoach, t6 chuc va chi dao thuc hién cong téc chuyén mon nhat 1a
chuong trinh GDPT 2018. Kiém tra, huéng dan cac hoat dong chuyén mén; tong
hop, bao cao vé cong tac chuyén mon cuia truong bic TH
- Chi dao cong tac cono tic gido duc chat luong dai trd, day thém hoc thém, cong
tac phu dao hoc sinh yéu kém. B&i dudng HSG niing khiu 16p 4-5. cong tic y &n
sinh vao lop 1.
- Tluc tlep chi dao: 3 t6 chuyén mén (Td 1-2; 2: T 3; T 4-5), bd phin thu vién, thiét
bi cap Tiéu hoc.
- Kiém tra chuong trinh, ho so, du gio, duyet d& kiém tra, trién khai cdc ndi dung
thudc chuong trinh lién quan dén mén hoc cip TH
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- Tham muu Hiéu trudng phan cong chuyén mon, chi dao xép thoi khoa biéu.
- Chi dao, diéu hanh cdng tac kiém tra, thi ctiia hoc sinh.
- Cong tac Gido duc dao dirc hoc sinh; cong tc khen thudng, ky luat hoc sinh.
- Chi dao phong trao thi dua: “ Xdy dung truong hoc hanh phuc” theo cép hoc
- Céng tac img dung cong nghé thong tin cla gido vién theo cép hoc.
- Chi dao day hoc theo chuong trinh GDPT 2018 cua cap TH.
- Cong tac Bdi dudng gido vién, chi dao cong tac Hoi gidng chon giao vién day
gnon Hai giang chuyén dé, cac cude thi cta g,lao vién bac TH.
- Kiém tra chuong trinh, hd so, du gid, duyét dé kiém tra, trién khai cac ndi dung
thudc chuong trinh lién quan dén mon hoc;
- Cong tac kiém tra ndi bo(xay dung ké hoach kiém tra, td chirc kiém tra); T pho
t6 KTNB truong hoc
- Céng tac kiém dinh chét lugng va truong chudn Quéc gia
- Céng tac PCGD, Hoat déng GDNGLL cap TH
1I. CAC POAN THE, BQO PHAN CONG TAC.
1. Cong doan co' s0.
Chii tich: Pham Hong Thir
*Nhiém vu:
- Phé cha tich Hoi dong Thi dua - Khen thudng
- Soan thao cac biéu diém thi dua va phét ddng cdc phong trao thi dua yéu nudc
- Phéi hop vdi chinh quyén tb chire céc hoat dong chuyén mon; dong vién khuyén
khich can bd vién chirc thuc hién tot cong tac chuyén mén.
- Cham lo doi sdng cén bd, vién chirc trong truong.
- Phéi hop cing lanh dao nha truong chi dao phong trao thi dua xay dung “véan hoa
cong s6”; © Trudng hoc hanh phic” ; cac cude van dong va phong trao thi dua yéu
nudc, cong tac kiém dinh chit lugng va truong chuan quéc gia.
2. Poan TNCS Hé Chi Minh:
Bi thw chi doan: Ha Thi Ly
#Nhiém vu: Té chirc céc hoat dong ctia Poan TNCS Ho Chi Minh, chi dao cac
hoat déng Ddi TNTP Ho Chi Minh.
- Chi dao hoat dong Doi va phong trao thiéu nhi trong nha trudng
- Thanh vién cta Ban Kiém tra ndi bd truong hoc
- Tham gia tich cuc cong tac xay dung truong chuan va KDCLGD.
3. Pdi TNTP Hd Chi Minh
Tong phu trach: V6 Miu Hai
*Nhiém vu:
- Gilp hiéu truong xay dung ké hoach, t6 chirc cac hoat dong Déi; Chi dao cac
hoat dong Doi, gido duc dao dirc hoc sinh, gido duc k¥ ning song, hoat dong trii
nghiém, xay dung nén nép cua truong.
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- Té chire, quan ly, chi dao cong téc thi dua hang tun (danh gia, xép loai thong
bao lén bang tin hang tudn).
- Té chirc chi dao, kiém tra cac hoat dong Vin nghé, thé duc, vé sinh, cac hoat
dong NGLL cua céc 1op.
- Phu trach cong tac Chir thédp do.
“Thanh vién ctia Ban Kiém tra ndi bd trudng hoc
4. Ban viin thé

Truéng ban: Vo Mau Hai
*Nhiém vu: chi dao, té chirc cac hoat dong van hod, van nghé, TDTT, vé sinh,
chim soc sirc khoé ban dau.
- Phu trach cac hoat ddng TD giita gid, vé sinh tr uong lop, chdm diém thi dua hang
tuan. TS chirc cac hoat dong NGLL, chéo c&, hd trg cac héi thi, chuyén dé.
- Thanh vién ctia Ban Kiém tra noi bd trudng hoc
5. Ban chi dao pho cip gido duc:

- Trudng ban: Nguyén Viin Nim;

- Phé ban: Trin Thanh Nhin

- Phé ban: Vo Thi Tie
*Nhiém vu: Xdy dung ké hoach, td chirc chn dao cong tac pho cap gido duc THCS.
Thdng ké, bao cdo cong tic PCGD-XMC cdp TH va THCS cho Ban Chi dao.
6. Ban Lao dong, Huong nghiép

-Trudng ban: Trin Chi Tai
*Nhiém Vu:
Xay dung ké hoach: lao dong, vé sinh clia nha trudng theo tudn, thang, nam. T
chire, chi dao cong téc lao dong theo ké hoach, td chirc lao dong stra chita co s& vat
chét, lao dong xay dung canh quan cua nha truong.
7. T6 Cong nghé thong tin.

T truéng : Tran Thanh Nhén

T6 Pho: Vo Thi Tic

Manh Thi L& chn, Duwong Thi Hoai Thuong - Quan tri phdn mém; Web
ctia truong theo timg cép hoc

Thanh vién: Vo Thi Nit, Tran Chi Tai
*Nhiém vu: Quan ly, bao tri mang, hé théng mdy tinh. Té chire, huéng dan
UDCNTT trong quén ly, day, hoc va céac hoat dong ctia nha truong.
Quan ly: trang Web Truong TH&THCS Pai Chanh. Chi dao thi giai toan, tiéng
Anh trén mang Intenet qua hé thong may tinh.
8. Thu ky hoi dong: Pham Trin Ky Linh
*Nhiém vu:
- Glup hiéu truong lap vin b'm céc Hoi nghi; Bio cdo giao ban dinh ky; thong ke,
tong hop, bao céo hoc ky, cubi nam...
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- Ra sodt, thong k&, ¢dp nhdt dinh kY hd so minh chimg phype v cho kidm dinh
chat lrong GD v rudng chudn quae gia hing ndm.
1l CAC TO CHUYEN MON. TO VAN PHONG
1.T6 chuydn mon:
“T8: T nhidn: 10 thanh vidn,
TS wwdng : L& Van Tuydn
T4 pho: Nauven Vin Trung
~Té: Xa hgi: 10 thanh vidn,
TS wwong: Phan Thi Bay
TSdphé:  Ngd Thi Thoa
~Td: 4-3: 8 thinh vidn,
TS rudng: Pham Hdng Thr
TS phé:  Tridu Thi Didn
“Té: 3:6 thanh vidn,
TS trwdmg:  Nauyan Thi Thiam
<Té: 1-2: 8 thanh vidn.
TS trwdmg: DA Thi Bay
T4 phé: Nguyén Thi Tidn
* Nhiédm vu: Thuc hign theo Didu 14 Didu L. mro ng hoe v phidn cdng o

trudng, dudi su chi dao e tidp cla PHT & mai edp hoe.
- Dic bidt chu trong cdng tie chi dao cho thanh vidn cda 1 hadn thinh adng tie bit

N
NIy

dudng chuong tinh GDPT 2018: ¢l tien sinh hogt chuydn mdn thao hning nghidn
ctru bai hoe; day hoe theo hwrdng tich hop...
“Thanh vién cia Ban Kidm tra ndi bd mudomng hoc.
2.T4 viin phong: 006 thanh vién
TS trudmg: Bi Thi Hidn
* Nhiém vu: Didu hanh cde hoat ddng cua td vin phdng theo ding Didu 13 Hidu

p:

truong phd thong.
Ngoai ra xdy dung ho so td dam bao kip thoi, don dde cde bY phin thanh vidn dam

bio 1ot hd so s sdch vi ké hoach cdng khai Kip thoi
~Thanh vién cta Ban kidm tra ndi b nhd truwomg
2.1 Nhin vién K¢é todn: Bui Thi Hicn

*Nhiém vu:
- Phu trich i chinh, co o Vit chit nha truong.

Ké toan trudng hoe, chiu trich nhigm wwde lmu ruwong Ve quan Iy @i chinh cta

nha trrong theo dung qui dinh cua phap ludt e tha:

- Tham muu cho hi¢u trurdng Iip dir todn ngdn sie h hing ndnw {p 20 sach A toan,

quan ly, cdp nhit theo diung qui dinh.
- Quan ly sd tai san, cdp nhdt kip thoi & 1 sany
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- Lip s6 theo ddi va quan ly thu, chi cac ngudn quy hign cé trong nha truong
- Ngay 30(thang 2 ngdy 28 hoic 29) hang thang téng hop tinh hinh thu, chi cac loai
kinh phi bdo cdo hiéu truong.
- Lam cdc cong viéc khéc theo yéu cau cua lanh dao
- Duéi sur quan ly cua t6 Vin phong
2.2. Nhén vién Vin Thu: Vo Thi Nir
*Nhiém vu:
- Quan ly cong van di, cong van dén, chuyén cong van.
_ Quan Iy con déu cta truong; quan ly hd so cua nha truong; cap phat véin bang,
ching chi; hé so chuyén di, chuyén dén ctia hoc sinh.
_ Pho t6 tai lidu, d& kiém tra; danh may vin ban khi lanh dao yéu céu;
- Truc dién thoai, hudng dan khach dén lam viéc tai truong;
- Quan ly hd so hoc sinh.
- Quin Iy s6 diém, sd dAu bai cic 16p, thng ké theo yéu ciu cua lanh dao nha
truong. Cha ¥ khau kiém tra giao nhan ho so phai dam bdo tinh phap ly.
- Quan ly kho luu trif: thu, déng géi cac hd so luu trir theo timg nam.
- Thu qu¥; lam cic cdng viée khac theo yéu ciu cua lanh dao
- Duéi su quan ly ctia té Vin phong
2.3. Nhan vién Y té: Lé Thi Ciic
#*Nhiém vu phu trach cong tac y t& ca hai cdp hoc
- Thye hién nhi¢m vu nhan vién Y té truong hoc theo qui dinh: Xay dung ké hoach
va trién khai cong tac y té hoc dudng, cham soc strc khoé ban dau cho can bd gido
vién va hoc sinh. Tuyén truyén, gido duc sirc khoé trong truong. Vé sinh phong
dich trong nha truong.
- Kiém tra, don dbc cong tac vé sinh truong hoc.
- Hb tro cdng tac thu ciia nha truong
_ Lam cac cdng viéc khac theo yéu ciu cua lanh dao.
- Dud6i su quan ly didu hanh cua t& Van phong
2.4. Nhén vién thiét bi, Thi nghi¢m : Pham Tran Ky Linh
*Nhiém vu:
- Quan ly thiét bi thi nghiém, quan ly cdc phong hoc bd mén.
- Cho muon dé diing day hoc theo yéu ciu trong sb ding ky
- Tiép nhin d6 dung day hoc khi gido vién tra
- Ho tro khdu CNTT trén cac lép hoc, trong cac dot sinh hoat chuyén dé, thao

’

giang cho gido vién.
- Cubi thang bao cdo tinh hinh sir dung do6 dung day hoc cia GV, dong thoi d& xuat
nhiing vén dé lién quan dén thiét bi.
- Duéi su quan ly didu hanh cta 16 Ty nhién
2.6. Nhin vién thu vién: Nguyén Thi Diéu
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*Nhiém vu phu trach cong tac thu vién bac THCS:
-Quanly va 14 chirc cac hoat dong cua thur vién oom
Xay dung ké hoach hoat ddng nim, quy’; ké hoach tr kiém tra, danh oxa bai tri thu
vién; 16 chirc cac hoat dgng cuia thu vién. Tham muu véi lanh dao vé viée bo sung
cac loai sach, bao hanor nam. To chire 1ot cac hoat dong thur vién.
- Quan Iy kho thiét bi.
- Cho muon d6 diing day hoc theo yéu cau trong so dang ky
- Tiép nhin d6 diing day hoc khi gido vién trd
- H3 tro khiu CNTT trén cac 16p hoc, trong céc dot sinh hoat chuyén dé, thao
giang cho gido vien.
- Cubi Lhano bao cdo tinh hmh sir dung d6 ding day hoc cia GV, dong thoi dé xuit
nhig vén dé lién quan dén thiét bi.
- Chiu su quan Iy didu hanh cta 16 Xa hdi.

7. Nhin vién bio vé: Ngd Ké
*\‘hLem vu thuc hién chirc ning nhiém vu tai co s¢ 1:
- Thuc hién diy du céng viéc theo hop dong lao dong ky két voi nha trudng.
- Bao vé an ninh cta trudong: bao vé toan bo co sO vt chét cua trudong; thuc hién
cac cong viéc do lanh dao nha trudng phan cong. dono thoi thuc hién nhimg cam
két thoa thuin voi Ban dai dién cha me hoc sinh( néu co):
- Dudi surquan ly didu hanh cia 16 Van phong.
2.8. Nhén vién bio vé: D5 Thé Binh
*Nhiém vu thuc hién chirc nang nhi¢m vu 1ai co so 2:
- Thuc hién day du cong viéc theo hop dong lao ddng ky két voi nha trudng.
- Bao vé an ninh cia truong: béo vé toan bd co sO vat chit cua trudng; thuc hién
cic cong viée do lanh dao nha trudng phan cong, dong thoi thye hién nhimg cam
két thoa thun voi Ban dai dién cha me hoc sinh( néu cd);
- Dudi su quan Iy didu hanh cta t6 Van phong

2.9. Nhan vién bio vé: Truong Vin Lanh
*Nhiém vu thuc hién chirc ning nhiém vu tai co s 3:
- Thuc hién diy du cdng viéc theo hop dong lao dong ky két voi nha trudng.
- Bao v& an ninh cua trudng; bdo vé toan bd co sO vt chit cua trudng; thue hién
cac cong viéc do lanh dao nha trudng phdn cong, dong thdi thye hidn nhimg cam
k&t thoa thudn voi Ban dai dién cha me hoc sinh( néu co);
- Duéi sy quan ly didu hanh cta td Vin phong
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