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Xdt ndng lryc vd khd ndng c6ng tdc cila cdn bQ, gido vi€n, nhdn vi€n nhd
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Di6u L. Nay phdn c6ng nhiQm v.u cho c6n bQ, gi6o vi6n, nhdn vi6n trong
hQi ddng su phpm Trudng THCS Ly TU Trgng ndm hgc 2023 - 2024 (c6 danh
s6ch phdn c6ng cU th6 kdm theo).

Di6u 2. Can bQ, gi6o vi€n, nhdn vi6n trong hQi d6ng su phpm cdn cri vdo
nhiQm 4r dugc phdn c6ng co tr6ch nhiQm xdy dpg kti hopch ho4t dQng vd to
chric thgc hiQn k5 hopch dat k5t qu6, pht hqp v6i d{c tht c6ng vi6c dugc giao.

Di6u 3. Chc 6ng (Bd) trong Ban 15nh dqo, citc t6 chuy6n m6n, chc t6 chirc
dohn th6 trong trudng vd c5c Ong (Be) c6 t6n tai DiAu 1 cliiu tr5ch nhiQm thi hanh
quy6t dinh ndy.

Quytit dinh c6 hi6u lgc tc6 ttr ngily ky.l .
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rHAN c0Nc NHIEM vU cHo cAN ng, crAo vIfN, NHAN vrtN
TNTIONG THCS I,\f Tg TRQNG XAVT HQC 2023 .2024

(Kdm theo Quy\t dinh tii lttgO-LTT ngdy 01 thdng I ndm 2023 vi vi€c
phdn c6ng nhi€m vu clto cdn bQ, giao vt€n, nhdn vi€n)

L. HiQu tru6mg (Bh Ph4m Thi Tfiy Lanh) i

- XAy d1mg, di6u hdnh t6 chfc bQ,m6y cria nhd 1**g. \
- Chfu trilchtru6c 15nh dpo cdc cdp vd c6c quy6t nghf cira HQi d6ng trucrng

dd dua ra.
- X0y dUng kti hopch ph6t tri6n nhd trubng cflng nhu diAu hanh th6ng nh6t

diAu chinn ke troach pht hqp v6i di6u ki6n thUc t6 tpi don vf ; x6y dung vd t6 chtg
thpc hiQn kti hoach gi6o dr,rc cira nhd trudng trong ndm hgc; b6o cito, d6nh gi6 k6t
qu6 thr,rc hiQn 1ru6. HOi d6ng trudng vit cilc cdp co thAm guy6n.

- Ra Quy6t dinh thdnfr 10p cic t6 chuy6n m6n, t6 vdn,phdng vd c6c hQi

d.ong tu v6n trong nhd trudng; cg trdchnhiQm ra Quy6t dlnh b6 nhiQm t6 tru&ng,
t6 ph6 o tirng td-chuy6n m6n; di xuat c6c 1!1n! vi6n cria HOi d6ng trubng trinh
cAp c6 th6m quy6n quy6t dinh (n6u c6 thay <l6i nh0n sp).

- Qu6n ly giSo vi6n, nh6n vi0n; phAn cOng lao dQng cho c6n bQ giSo vi6n
nhOn vi6n trong nhd trudng, ki6m tra, dhnh gi5 x6p loai gi5o vi6n, nh0n vi6n; thgc
hi6n c6ng t6c khen thu0ng, ki lupt AOi vOi gi6o vi0n, nhdn vi6n vh hgc sinh; dugc
ph6p kV hqp d6ng lao d[ng eOi vOi gi6o vi6n, nh6n vi6n thuQc phpm vi thAm

q"lA.irr, nie" iir""g; tieirhprr, tham muu v6i lSnh dpo c6p i.e" v6 viQc diAu

AO"g gi6o vi€n, nhdn vien theo quy itinh cria Quy chi5 ludn chuy6n.
- Q.r?, ly hgc sinh vd chc hoqt dQng ctra hgc sinh do nhir trucrng t6 chric;

x6t duyQt ktlt qu6 dSnh gi6, x6p loai hoc sinh, ky xilc nhfn T6t nghiQp THCS vh ra

qrytlt dinh khen thu&ng, hj'lupt OOi vOi hgc sinh.
- QuAn li tei chinh, tii s6n ctra nhd trudng.
- Thgc hi6n c6c ctr6 aO chinh s6ch ctra Nhd nu6c d6i v6i gi6o vi6n, nh6n

vi6n vd hgc sinh; td chric thUc hiqn quy chti din chu trong hoqt dQng cria nhi
trudng, di6u chinh n5u c6 sy thay d6i; chiu trhchnhiQm tham muu thUc hien c6ng

t6c xd, h6i ho6 gi6o dpc cria nhd trudng d6ng thdi c6ng khai minh b4ch tru6c
CBGVNV vd CMHS dfng theo quy dfnh.

- Chi dpo thr,rc hi6n c6c phong trho thi dua, cdc cuQc vpn dQng cria ngdnh

nhu Phr,r trhch th1rc hiQn phong trdo "Hgc tAp vd ldm theo tAm guong d4o duc

phong c6ch H6 Chi Minh", Phong trdo "Trudng hgc th6n thiQn, hoc sinh tich
cUC", "Xdy dUng trudng hgc hpnh phic", Phong trdo "XAy dUng co quan vdn
h6a". Thpc hiQn c6ng khai d6i v6i nhd trubng theo dfng quy d!nh.

- Tryc ti6p chi dpo,. gi6m sht cbc thdnh vi6n cria nld trubng duqg ph6n cong

nhiQm dC theo AOi n8m bai ti6n d0 hodn thdnh nhlm nhSc nhq d6n d6c thUc hiQn

dring thoi gian quy dinh, ph6i hqrp tO chric cic hoqt dQng giSo dpc vdi cfc tO

chric, dodn th6 trong vir ngohi nhi trudng c6 hiQu qu6.

- Chi dpo thgc hiQn c6ng tac Ki6m dinh ch6t lugng gi6o dgc vh trudng dpt

chu6n Qu6c gia theo Th6ng tu 18 ctra BQ GDDT; chchoqt dQng gi6o dtrc kh6c

cira nhd trudng.



- Xdy dung k6 hopch ph6t tri6n gi6o dpc ndm hgc cira nhir truong; Xdy
dUng vir bd sung, diiiu chinh chii5n lugc ph6t tri6n gi6o dpc ctra nhi trudng theo
hu6ng d6n chi dpo cria c6p tr6n.

- Tryc ti6p kjz auvQt cdc k6 ho4ch cta chc td chirc dodn th6, k6 ho4ch

chuy6n m6n cua nne tru6n g; cilc vdn b6n ghi cdc cilp, citc nglrnh vd chc vin b6n
khfc li€n quan d6n hoat dQng nhd trudng. , .

- Thgc hiQn giao ban v6i gi6o vi6n chri nhiQm (GVCN) vdo cu6i tu6n.
- Chiu trhchnhiQm tru6c 16nh itpo c6p tr6n vC mqi hopt dQng gi6o dpc diSn

ra trong nhd trudng.
..i 1 ,,. ' -i ^ r- Tryc.ti6p tham muu v6i 15nh dqo cilc cAp de xAy dpg, chttao, n0ng c6p

co. sd vQt chdt trudng hqc; thi6t bi gi6o dgc phpc vu day hqci tham muu b6 sung

didiu chinh dQi ngfl C6n bQ, gi6o v^i6n, nhdn viOn kip thdi khi cAn thi6t.
2. CScfnO niQu truong (0"g L6 Vin ThiQn, 6ng Truong Minh An)
- Thay m4t HiQu truong di6u hdnh hoat dQng cria nhlr trudng khi dugc HiQu

trudng uy quydn.
- Quin ly, di6u hdnh hopt dQng chuy6n m6n nhu: Qu6n ly c6ng tirc d1y vit

hgc, qu6n ly viQc thUc hiQn n6i dung chucrng trinh, ch6t luqng dqy vir hgc, t6 chric
ki6m tra, dhnhgi6 hgc sinh vd cdchoqt dQng chuy6n mOn, nghiQp vp kh6c.

X6y dgng ktl hoach hopt dQng chuy6n m6n cho cgndryhgc; cfrck6 hoach
b6i duOng hqc sinh Gi6i; kt5 ho4ch phu dpo hgc sinh Y6u; ki5 hopch t6 chric c6c

Hgi thi thuQc linh vyc chuy6n m6n; k6 hopch str dr;ng dd dung day hqc; k6 hoach
ki6m tra dSnh gi6 hgc sinh; kti hoach ki6m tra chuy6n m6n; kt5 hoach t6 chirc,
quin lj, dAy th6m, hgc th6m vd cic kti hopch kh6c trong hopt dQngchuy6n m6n.

- Phu trilch, theo ddi, d6nh gi6 qud trinh hoat dQng cl0ra cdc tO chuy6n m6n.
- Theo d6i hopt dQng gi6o dpc ngodi gicr l6n 16p theo ttmg thane.
- Theo d6i c6ng thc thi€tbi, phr,rc vp cho ho4t dQng dpy vd hgc.
- Phu trdchc6ng t6c ph6.c0p GD THCS.
- PhU trdch c6ng t6c tuy6n sinh 6, tuy6n sinh 10 vi ldm hO so x6t tOt nghiQp

THCS.
- Ki duyQt cilc hoqt dQng vii chuy€n m6n cin gilo vi€n (GV) vd cfc vin

A ; rry r r   A r r t r rY.^ , I
bin gui c6p tr6n thuQc linh vpc chuy6n m6n khi dugc HiQu tru&ng uy quy6n.

- T6 chric chi dpo c6c chuy€n dd, ngopi kho6, gi6o dpc hufng nghiQp, d4y
hgc tr,r chon, dpy ngh6, ....

- QuAn l;i, ki6m tra, nhfn x6t cdc lopi h6 so thuQc linh vuc'chuy6n m6n. (kti
hopch gi6o dpc, SO dAu bei, k6 ho4ch bii day ctra GV, h6 so cin gi6o vi6n ...)

- Th6ng k6, t6ng hqp vi qu6n ly citc sO tlQ., vd chuy6n m6n. Thgc hiQn giao

ban v6i GVCN cu6i t rA, khi kh6ng c6 HiQu trucrng.
- LCn kti hoAch, phdn c6ng nhiQm vp, d6n d6c c6c c6 nndn b0 phfln hodn

thanh c6ng viQc m5i khi nhd trudng co tO chric L5, HOi.
- Thr,rc hiQn vd chiu tr6ch nhiQm tru6c HiQu tru&ng vO nhi6m vp dugc HiQu

truong phOn c6ng.
- Ctng v6i Hiqu trucrng chiu tr6ch nhiQm tru6c c6p tr€n v6 ph6n viQc dugc

giao. 
A

3. Chfi tich c6ng tlodrn (Ong Vd vin Binh)
- L6nh dao vir t6 chric cbchoqt dQng c6ng dodn theo Di6u lQ cdng dohn.
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- Tuy€n truyAn, gi6o dgc, vQn dQng quAn chirng, xdy dpg tctrOi Aai dohn

ktit trong co quan. X0y dgng kti ho4ch phOi trqp thUc hi€n "Co quan vdnh6d', c\c
cuQc vpn dQng 16n vd phong trio thi dua "X6y dtmg trudng hgc th0n thiQn hqc

sinh tich cVC", "Trudng hgc hpnh phric", phong lrdo "HO9 tpp vi lim theo tdm

guong, dpo dric, ptrongi6ch H6 Ctri Uintr';. Chti dQng, phOi trqp v6i HiQu trucmg

nhlr trudng, chc t6 chric dodn th6 trong vlr ngoli nhd truhng t6 chirc cpc phong

triro thi dua nhdm thirc d6y ho4t dQng dpy vd hqc.
- X6y dUng tcO troacfr hoat dQng .5rrg dolrn vi tO chric t6t chcbuOi sinh hopt

kf niQm trong nim.
I.a pLO chri tich thudng tr.uc hQi d6ng thi dua khen thucmg. ahiy trilch

nhiQm theo d6i, AC Aann gi6 thi dua, x6p lo4i vi6n chirc, d6nh gi6 chu6n HT,
pHi,d6nh gi5 chudn nghA nghiQp GV cui5i ndm hsc.

- Tham gia c6nf tac van AQng hgc sinh ra l6p khi c6 hsc sinh c6 bi6u hiQn

bo hgc gita chimg.
- I.arn cni frQi trudng HQi khuy5n hqc cria nhd truong.
- Lim mOt s6 c6ng viQc khSc khi ttugc HiQu trucrng ph0n c6ng theo ttmg vq

vi0c cu thi5.

4. T6ng phs trfch dQi @n Nguy6n Thi xuil ltry) . r
- Cd kC ho4ch xdy dlrng 

"a 
tfrui hiQn 1i6n tlQi dat lopi xu6t slc, di6u henh

cdcho4t clQng cria DQi TNTPHCM.
- Le Ph6 ban ho4t ilQng gi6o dpc ngodi gid l€n lop, ph6i hqrp v6i trucrng

ban qufln lj'vd chi dgo viQc thgc hien n€n n6p cra hgc sinh, dac bigt ld c\c truhng

hqrp hqc sinh c6 biQt, cAn ptrOi frqtp voi chc lgc luqng gi6o dpc, ban dpi diQn cha

-e lrq. sinh, cSclpc lugng xd hQi o clia phuong ctng tham gia c6 biQn phap gi6o

dpc c6 hiQu qu6.
- Quin ljr vd chfu tr6ch nhiQm c6 nhdn ve tai sin cria DOi. (Theo bi6n bin

titip nhan tiri s6n hing ndm).
- Quin lV va theo ddi cilchoqt dOng cria c5c chi d6i, co trilch nhiQm xdy

dUng c6citri sO ttri dua trong hgc sinh theo tuAn, theo chri dO thing, dqt thi dua vlr

cho ca ndm hgc theo sg chi d4o cua HQi d6ng dQi huyQn; HiQu tru&ng nhd trubng

vd tflp th6 anh ch! php trdch.
- PhOi trqrp vOi nhlr trudng tO chric t5t phong trdo "Trudng hgc th0n thiQn,

hsc sinh ticl;:In;ilffi&:.*1-* 
l,lila,* nsey (vQ sinh rop hec\d khu vvc

phdn c6ng 6 ngodi), theo d6i viQc chdm s6c c6ng trinh m6ng non cta cbc chi dQi,

lli6niloi'*tit 
tg,"p ctng cdctichric kh6c trong vi ngoiri nhd trubng t6,chric c6c

hoat dQng theo chir di6m (20111,2613,22112....).' 
- iong ki5t, c6ng kirai, bho cilo k6t qu6 thi dua hdng tuAn, hing th6ng, dgt

thi dua vd chnSm hgc kip th<ri.

- TiCp nhQn, b6o qu6n c6c thi6t bi am thanh m6y m6c phuc vp c6c buOi sinh

hoat tQp th6, hQi nghi, dai hQi cua nhd trudrng.

- C6 t Achrttiem thu chi qu! clQi, b6o dQi ching nguy6n thctiri chinh.

Qu6n.1y, ki6m tra, dinh giatoqt tlQng cta hqc sinh & 15 phrit clAu bu6i,

ti6t chdo cd tl0u tuAn vlr c6c bu6i sinh hopt tflp th6 cria toirn trucmg.

I



- Thpc hi6n giao ban v6i GVCN cu6i tuAn.
- PhU trdch vQ sinh m6i trudng, hopt ctQng gi6o dpc ngodi gid 16n 16p, quAn

li the dUc dAu buOi - gifta gid, nC n6p -tdcphong hgc tfp cria hoc sinh.
- PhU trilchc6ng t6clao dQng dC tao m6i trudng"xanh, s4ch, dgp".
5. Thu ky HQi tl6ng su ph4m (Bn T6 Vfi Minh Lii)
- Ghi ch6p bi6n b6n c6c cuQc hqp don vi, cuQc hgp c6c hgi d6ng do HiQu

tru0ng ldm chu tri. Du th6o nghi quytit, cfuc b6o c6o c6ng tdc' chung cria nhd
trudng, dg1h6o cbc quy6tdinh do HiQu tru0ng ban hdnh.

- TOng hqp k6t qu6 khen thuong - hj' lupt vi6n chric, hgc sinh. Thgc hiQn
c6c mdu th6ng k€ t6ng hqp cua nhi trudng (thi dua, ky ly+t, chdt luqng...) th6ng
b6o k6 hopch c6ng t6c hdng tudn vir c6c c6ng t6c dQt xu6t theo y6u cdu cira HiQu
tru&ng.

- Tryc vd theo d6i qu6n ly chc c6ng viQc khi Ban 16nh clao di vdng, grhi
A.quy6t c6c c6ng viQc dugc HiQu tru&ng uy quyOn.

- Thqm gia cdc hoat ttQng kh6c khi dugc HiQu trudng phdn c6ng.
6. Td tru&ng chuy6n m6n @n Ng6 Thi Lan, Bn LO Thi H6ng Vinh, Bdr

Truong Thi Phugng, Bi Nguy6n Thi Minh Tffm)
- X0y dUng vlr t6 chric thUc hien k6 ho4ch hopt dQng cua t6 minh php tr6ch,

hu6ng d6n t6 vi6n xdy dUng vlr qu6n li ke hopch c6 nh0n theo kti hopch dpy hgc,
phOn ph6i chucrng trinh vd cdcho4t dQng gi6o dpc kh6c cria nhi trudng.

- DiAu hinh cdchoqt dQng chuy6n m6n trong pham vi td (sinh ho4t chuy6n
m6n, t6 chric thao gi6ng, dU gio td vi6n, chuy6n d6, phdn c6ng dqy thay...). Cht
tri c6c cuQc hqp tO chuy6n m6n cria t6 minh php tr6ch theo quy d!nh.

. - Tham gia ctng HiQu tru&ng, cic ph6 hiQu truong" rrha trudng trong c6ng tilc
ki6m tra hopt dQng day hgc cfia 916o vi6n, hgc sinh. Ki6m tra h6 so s6 s5ch vd k6t
qu6 gi6o dr,rc ctra giSo vi6n trong tO theo kt5 hopch ndm hoc.

- Gi6i thi6u t6 ph6, phdn c6ng nhiQm vu cu th6 cho t6 ph6 d6 thgc hiQn t6t
nhiQm vp nim hgc cira t6 chuy6n m6n.

- T6 chric UOi auOng chuy6n m6n vd nghiQp vp; tham gra ddnh gi6, xtip loqi
c6c thdnh vi6n cria tO theo quy dfnh cira ChuAn nghA nghiQp gi6o vi6n trung hgc,
c6ng chric, thi dua crr6i n6m vd c6c quy dfnh kh6c hi6n hdnh..

- DO xudt khen thu&ng, lcj'luQt <16i v6i gi6o vi6n trong t6 minh qu6n ly.
7. T6 ph6 chuy6n m6n (Bn Dang M4nh ThuAn, Bir Trin Ly Na, Bir

Nguy6n Trin Thanh, Bi Huj,nh Thi Kim Phugng)
- Tham mrru cho t6 trudng trong viQc xdy dUng kti hopch I d di6u hdnh thgc

hiQn kti hopch cira t6.
- Sopn th6o, ghi ch6p, t6ng hqp c6c s6 liQu vO cdc hoqt dQng cira tO chuy6n

mdn.
- Di6u hdnh cfuchoqtilQng chuy6n m6n khi dugc t6 trucrng uy quyen.
- Tham grac6c hopt dQng kh6c khi dgoc HiQu truong ph0n c6ng.

. - Tham gia thgc hiQn c6ng t6c ki6m tra, du gio gi6o vi6n theo ph6n c6ng
cria t6 chuy6n m0n vir ban gi6m hiQu.

8. Gi6o vi6n cfc bQ m6n (38 GVBM)
- Day hgc vir gi5o dgc theo chucvng trinh, kri hoach giSo dpc, k6 hopch day

hgc cria nhd trubng theo sg ph6n c6ng ctra HiQu trudng; qu6n ly hgc sinh trong
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chc hoqt dQng giSo dpc do nhd trucmg t6 chric; tham gia chc hoat dQng cira tO
chuy6n m6n; chiu trach nhiQm v6.ch6t luqng, hiQu qui gi6o dgc; tham gia nghiOn

criu khoa,vi6tvd 6p dung s6ng kitin kinh nghiQm.
- Tham gia c6ng t6c ph6 cQp gi6o dpc 6 dfa phucmg theo sg phin c6ng cira

HiQu trudng.
- fu b6i dudng chuyOn m6n, nghiQp vu dC n6ng cao chdt luqngj higu qui

gihng dqy vi gi6o dpc; vfln dpng c5c phuong ph6p day hqc theo hu6ng phSt huy
tinh tich cgc, chri dQng vd s6ng tpo, rdn luyQn phucmg phap tg hgc cho hgc sinh.

- Thgc hiQn dirng Di6u 16 nhd tryorg; thUc hiQn quy6t dfnh cira HiQu

trudng, chiu sy ki6m tra, dfunh gi6 cliua T6 chuy6n m6n, Hieu trudng vir chc chp

qu6n lyl<hdc.
- PhOi hgp v6i gi5o vi6n chri nhiQm, cilc giSo vi6n kh5c, gia dinh hgc.sinh,

Eodn Thanh ni6n CQng sin HO Chi Minh, Dgi Thi6u ni6n TiAn phong UO Cfri
Minh trong c6ng tilc dqy hgc cfing nhu giSo ftrc hgc sinh.

- Ra dA ki6m tra lAn 3 khi c6 hqc sinh kiiim tra lqi theo b0 m6n minh dang

php tr6ch
- Hoin thenh cilc nglfia vp theo quy clfnh, nghiCm tuc chdp henh t6t c6c chri

trucrng, chinh s6ch ph6p luQt cria nhd nu6c.
9. Gi6o vi6n chfr nhiQm (21gi6o vi6n chri nhiQm)
- X0y dUng ki5 hopch chc hoqt clQng gi6o dpc th6 hien 16 mgc ti6u, nQi

dung, phucmg phap gi5o dgc b6o dim tinh kh6 thi, pht hqrp v6i d{c di6m hqc
sinh, u-Oi noan c6nh rra OiC" ki6n thlrc tC nhim thric dAy sU ti6n b0 cria ci lop vd
cria tlng hgc sinh.

- Thgc hi6n c6c hopt dQng gi6o dpc theo k6 hopch dd x6y dUng.
- Ph6i hqrp chAt chE v6i gia dinh hgc sinh, vot c\c gi6o vi6r] bQ m6n, Doin

thanh ni6n CQng s6n ffO Cni Minh, DQi Thitiu ni6n Tidn phong UO Ctri Minh, c5c

tO chfc xd hQi c6 1i6n quan trong viQc h5 trg, gi6m s5t viQc hgc tQp, rdn luy6n,
hudng nghiQp ctra hgc.sinh lorp.minh chtr nhiQm vd g6p phOn huy dQng c5c ngudn
lgc trong cQng d6ng dC ph6t tri6n nhd trucmg.

Nna" *et, dilnh-gi|vitx6p lopi hgc sinh c,rOi t"3'vi cu6i ndm hgc; dC nghi
khen thycrng ve ky luflt hgc sinh; d6 nghi danh s6ch hgc sinh dugc lOn lorp th6ng,
phAi ki6m tralqi,phii rdn luyQn th6m vd hpnh ki6m trong lc) nghi hd, phii-& lai
lorp; hodn chinh viQc ghi s6 dii5m vi hgc ba hqc sinh. - -r

- Tham gia vio c6ng tdc vQn tlOng hgc sinh ral6p, quin ljr vd].hi., tti.t
nhiQm tru6c l6nh dao nhi vA viQc hgc iS { pham thuQc lop minh chu qhiQm.

- 86o c5o thudng lcj,hoAc ilQt xu0t vO tinh hinh cira lop chri nhien{ v6i HiQu

trudng nhi truhng. - -r-'\
10. KG tohn @ir Duong TqiNggc Aln)
- Thr,rc hiQn nhiem w cria t6 truOng t6 vdn phdng. 

\
- IaV dyng kti hoach ho4t clQng vd hodn thanh cilc loqi h6 so sO sSch tdi

chinh, h6 so qu6n li tei sin theo quy d!nh.
- PhU tr6ch c6ng viQc quin li tili chinh, tiri sin cria nhd trudng, c6 trdch

nhiQm thanh tofun cfuc ch6 d6, chinh s6ch cho c6n bQ, giSo vi6n, c6ng nh6n vi6n
kfp thdi, dAy dri.



- LAp d1r to6n, quyet toin,lflp b6o c5o, quin li hO so tlri chinh theo quy

dfnh cua L:uQtkr5 to6n.
Thgc hiQn dring quy <linh va quyen ty chir Tdi chinh theo Nghi dlnh

43|20O6|ND-CP ngey 25 thing 4 ndm 2006 cria Chinh phri. Thgc hiQn t6t viQc

c6ng khai tdi chinh theo quy dinh gria b0 giSo dUc.

- Thpc hiQn dring c6c y6u cA,r rA thu chi cria nhi trudng kip thcri, chinh x5c

vd d4t hiQu qu6 tOt nh6t. ' 
'

- Vat ngey 30 hdng thdng phii b6o c6o dAy dtr, chinh x5c kiSt qu6 hopt

dQng thu, chi cria dcm vi cho Hleu tru&ng. ,
- Hodn thenh c6ng t6c kii5m dinh ch6t lugng cl6 phdn c6ng
11. Nhffn vi6n thu viQn (Bi Ducrng Thi Ngqc Ti6n)
- Xfly dUng k6 hopch hopt dQng, tO chric thUc hiqn c6 hiQu qui cdng tilc thu

viQn d6 dat lhu viQn chuAn mtc 2 theo quy dinh tai Th6ng.tu 16 cilr- B0 GDDT.
fhii3t lQp, qu6n ljz vd cpp nhQt cl6y dt, kip thoi hO scv thu viQn theo dirng

quy dinh cua BQ Gi6o dpc.
- Qu6n ly todn bQ kho s6ch, b6o, tdi lleu ... theo quy dinh AOi vOi c5n b0

thu viQn. Quin ly t}t viQc.mugn, trb sdch dC luu git s5ch !1o mOt c5ch.c6 hiQu

qu6. Php trdchviQc dC xuAt, muavdthanhtoSn s6ch,b6o, hd so, ... dC b6 sung

h6ng ndm vdo.thu viQn.
- Sip x6p sSch vit cttc vQt dpng trong phdng thu viQn c6 khoa hgc, giirp cho

nguli dgc d6 tft, dE tim, dim b6o m!. quan vd vQ sinh hgc dudng.
- Lam t6t c6ng thc bqn dgc, ph6i hgrp v.oi cilc td chric trong nhd trudng thgc

hiQn c6ng tdc gior thiQu s6ch, b5o theo chri d6, xdy dgng mAng ludi cQng t5c vi6n
thu viQn i16 thUc hiQn t6t hcrn c6ng thcthu viQn.

- B5o c6o, dd 
^u6t 

vcyi Hieu trucmg c6 biQn phap xri lj' c5c trudng hqp hu

hao, m6t m6t tdi s6n thu viQn cria nhd truo1g.
- Phai chlu hodn todn tr6ch nhiQm v6 viQc mdt m6t s6ch vi c6c vQt lieu khSc

dugc b6o quin trong phdng thu viQn.
- Quin lj'thitit bi day hsc cria nhd trudng.
- Qu6n ly,ti€pnhQn vd b6o quan tii sin, trang thitit b! trong phdng thitit bi.
- Cap nhQt c5c lopi h6 so sd s6ch qu6n ly, theo d6i tinh hinh su dUng

DDDH.
-.86o c6o, da xu6t v6i HiQu tru&ng c6 biQn ph6plu ly_g6c trudng hgrp hu

hao, m6t mfuttiti sin cira nhd trubng. 
l

12. Nhffn vi6n vIn thu (Bir LA Thi LQc Huy6n)
- Chiu trichnhiQm cQp nhflt th6ng tin c6c loai h6 so: S6rd6ng b0; 56 theo

d6i hqc sinh chuyen di, chuytin d6n, bo hqc; Sd quin l!, cap p.!.4t vdn b6ng, chimg

chi; 56 quin ly vith6 so luu trfr chc vdnb6n, c6ng v6n d!, d6n; Chiu trilclt nhiOm

quin ty i6c loai hO so: 36 ggi t6n vi ghi di6m; SO ghi dAu bdi; Hqc bp hqc sinh;

ftO roitr.o d6i sirc kho6 h9- sinh; HO so gi6o dsc a5i vcvi hqc sinh khuyi5t tat (n6u

c6); HO scv c6n bQ, gi6o vi6n, nhdn vi6n; hd so thi clua khen thuong.
- NhQn, nQp c6c lopi vdn b6n cria nhi trudng kip thdi; photo cilc loqi gie'y

td; mua silm cfuc vflt dUng cAn thitit phUc vp hoqt dQng tap vU vd nhirng c6ng viQc

kh6c khi Ban gi6m hiQu giao.

N
qc\

'.4



- Qu6n ly 
"p 

sri dpng con d6u co quan ihing nguypn t8c, kip thdi; quan ly
t6t vigc cdp phitbdng t6t nghiQp; hoin thien thtr tpc chuy6n trudng cho hqc sinh.

- Crl"g vcyi nhfin vi6n b6o vQ, nfr0n vi6n thu viQn phpc vU c6c bu6i hqp, c6c

bu6i hQi ttghi .ru nhe trucrng (bao gdim c6ng viQc: V0 sinh phdng hqp, sdp x6p

bdn ghti, ny6c u6ng....) . _ : ?" 
- Ticp $rfln,-*,i ly, s6p x6p, luu trff c6c loai h6 so mQt c6chc6 khba hgc (k0

ch cficlopi LiCu m6u do gi6o vi€n, nh6n vi6n trong trudrng gtri l6n)

- Sep 
^6p 

ggn glrng, ngin nip noi ldm viQc, dim b6o m! quan vi vQ sinh.

- Tham mrru soAn th6o vdn bin khi dugc HiQu trucrng ph6n c6ng, thUc hien

vin bin dirng theo thti thric quy dinh.
13. Nhin vi6n b6o 

"e 
(6"g V6 Vin Ch6u, 6ng HA Em)

- 86o vp an ninh chinh tri, ffAt tg an todn x5 hQi trong trudng hqc. Thucrng

xuy6n ki6m tra ngdnchfln viQc xdm nhap, gdy r6i trat.tU trong nhd trudmg nhat le

trong gid chinh kho5, ngopi kho6. Klp thcri 1i6n hQ, phOi frq'p vot cdc co quan c6ng

an dia phucmg gi6i qrryZt c6c trudng frqp gdy mdt-an ninh trat tU AOi vOi trucmg

hqc. Khi c6 s1r viec b6t thudmg phii b6o vQ hiQn trudmg, lAp bi6n bin thu thpp tdi

liQu, chimg cri vi b6o c6o ngay v6i l6nh dpo nhd trudng.
- C6 trbch nhiQm b6o quin, b6o vQ tii sin cua nhi trucmg dC trAnh tinh

tr?ng mdt met, hu hong. Ni5u xiy ru mdt m6t, hu h6ng ph6i lQp bi6n bin vd b6o

c6o ngay v6i l6nh ilio nhd trudng.-- 
Md vi d6ng cta cbc phdng hgc, phdng lim viQc theo k6 hoach c6ng t6c

ctra nhir trudrng. Sdp xi5p, UO tri tii s6n trong chc phdng ldm viQc theo chi d?o cria

HiQu tru&ng.
- Ngdn ch[n, phSt hiQn kfp thoi vd d0 xuAt cSch xri lj' cilc v7, viQc sri dUng

tdi s6n k{1-6ng dring-mpc dinh, lim hu hao, mdt mit tii stn; c5c hiQn tuqng vi
pham ,rep rOlrrg v51 minh , phe hoai tii s6n vd g6'y mdt vQ sinh, 6 nhiSm m6i

trucrng' 
TuyQt eOi HrOng lpm quyAn, lgi dUqg chric trtch,quyiin lan vdo mgc dich

c6 nh6n. Kh6ng cho b6I cfi ci rharr, tQp thSndo mu-o. n, di chuytin, str dpng, mua

bin cfrc loai tdi s6n trong nhd truong khi ghua clugc ph6p ctra HiQu trucrng.

- DiAu khi6n hiQu lenh trdng vio dAu vh cu6i oiua chc bu6i hqc trong tudn.

- Sdp 
^tip 

ggn girng, ngbn nlp phong HOi d6ng su ph4m, kho chria cria nhd

trudng, giim saiviec t,i dprg, b6o quin vQ sinh hdng ngdyphdng=rQ sinh cria
Igi6o vi6n vd hgc sinh.

- Thgc hiQn theo dring hqp d6ng lao dQng voi nhd trudng vC nt igm vg b6o

vQ, phu trhchnu6c ui5ng .to .i" b0, gi6o vi6n, nh0n vi6n vilhqc sihh cria nhi
trudng. - -::i'\

- Ngodi ra cdn ldm c5c c6ng viQc kh5c khi clugc HiQu tT*g phdn c6_n8.

14. Giiro vi6n ki6m nhiQm phg tr6ch c6ng tirc y t6 (Bn NguySn Thi
Xufln Mf)

- Thgc hiQn c6c vin bin chi d4o vd c6ng thcy t6 trucrng hgc, thgc hiQn c6c

quy dinh vA hopt tlQng y tti nhu quy dinh trudng hgc an tolrn, phdng chiSng tai npn

thucrng tich, dutii nu6c....



- Tham muu v6i HiQu trucyng phOi hcr,p v6i tram y tti dia phuong t6 chric

kh6m sric kh6edinh ky cho 100% hqc sinh'

- Scy criu ban dAu cho hgc sinh 6m dau, tuy6n truydn l6ng gh6p trong c6c

bu6i hoat dOng ngopi kh6a vc chSm s6c sirc kh6e, sinh ho?t du6i cd.

- T6 chric tuy6n truyen vQn dQng nhtrng hgc sinh trong d0 tu6i ph6! ti€m

vScxin phdng b€nh. Vfln dQng mua b6o hi6m y tti'

- B6o c6o th6ng k0 sric khoe hgc sinh chinh x6c, kip thdi.

15. NhiQm vg cria c6c chfc danh ki6m nhiQm
* Gido viAn phlt ffdch vd.n nghQt dng LA XuAn Thwy

- C6 trtch rfrie- tap luyQn-cilc 1iL6t mpc vdn nghe khi dugc hiQu trucrng

ohdn c6ns mdt c5ch c6 chdt lugng. ,-:^Et-L5 
toarfr tham muu.fro Uie,, tru&ng dO tao diAu kiQn thuc hiQn t6t

nhiem vq dugc ph0n c6ng. 2 ^ r
* Gido vian ph1.r trtfrch tlrc dltgl hys lnsTNgqc Truvln 

-

- C6 trhch"frieh sap xilp AOi ninn, tap th6 dqc gifia gid cho hqc sinh theo

dring quy tlinh.
- Thucmg xuy6n theo d6i n6 ntip t4p th6 dpc gifia gio cua hgc sinh,.ttin tt'3'i

ch6n chinh nhfrng trudng hqp lQch fa. t i, trgc sirih t *g t?p the dUc dAu bu6i'

gifia gid.
* Gido fiAn phlt trdch phdng mdy: Og Huinlt D*c Ltiu
- euin fyrptrOng m1y dambao cic diAukiqn d6 hqc sinh, gi6o vi6n su dpng

t6t, kh6ng c6 clcytiu m6i trudng ldm hg h6ng m6y tinh

Kip thoi [Cu ngucri stra ctrta dC m6y tropt dQng t6t phqc vp cho viQc hgc

tQp crha hgc sinh.
- Khi c6 nhu cAu mua sim, cAn tham mrru v6i hiQu tru&ng dO c6 phuong

hu6ng gi6i quytit.
Todn thQ CB, GV, NV trong trudng chfu trSch nhiQm c5 nhfln vA ntrigm vtt

dugc giao tru6c Ban l6nh dao .tra .6p tren thuo: H"l"U: Tiq dugc phs tr6ch,

;& firJi trru111 muu vcri l6nh dao nhd trudng tO chric thlrc hiQn t6t c6ng viQc dugc

pfrO-,rr.f, 4.. d* hiQu qui theo dirng chi.ti6u k6 ho4ch d€ ra. QuAn l!' vd holn

inann c6c h6 scr thuQc linh vUc php trach ddy dri, dring quy dinh{hiutr5ch.frie-
cung cap d6y dir thOng tin vd h6 so thuQc linh vgc php tr5ch.S1$"n. ki6m tra'

NQi dung c6ng viQc dugc giao 6'tr6n sE c6 ru ittuy d6i khi c6 sg bitin dQng

ve tintr frinf, 
"fr"a" 

su-cria'nhd trucmg (SE c6 QD bO sung)' I

)

Noi nhQn:
- Phdng GDDT Ti6n Phu6c (b6o c6o);

- Cdc t6 chr?c trong nhd trucmg (th1rc hiQn);

- C6c CBGV nhd trudng (tfurc hiQn);

- Luu: VT.

TRUONG

Thi Triy Lanh
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