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QUYET DINH
Ve vice phan cong nhiem vu nam hoc 2022-2023

HIEU TRUONG TRl/ONG THPT LE QUY DON
Can cu Thong tu so 32/2020/ TT - BGDDT ngdy 15 thdng 9 ndm 2020 ciia Bo 

Gido due vd Ddo tao ve viec ban hanh Dieu le tru&ng THCS, truang THPT vd truemg 
Pho thong co nhieu cap hoc;

Can cu Quyet dinh phan cong cong tdc vd hap dong lam viec cua can bo, vien 
chuc, ngudi lao dong;

Can cu Quyet dinh so 2371/QD-SGDDT ngdy 18 thdng 8 ndm 2022 ciia 
So GD&DT Binh Phudc ve Quyet dinh ban hanh Quy dinh chuc ndng, nhiem vu, 
quyen han vd to chuc bo may cua Truong THPT Le Quy Don, huyen Bu Dang, tinh 
Binh Phudc;

Can cu Ke hoqch, Nhiem vu ndm hoc 2022-2023 vd tinh hinh thuc te cua
4.Nhd trudng. 47QUYET DINH:

Dieul: Phan cong nhiem vu quan ly va giang day nam hoc 2022- 2023 d6i voi 
can bo, giao vien, nhan vien cu the nhu sau: (Bang phan cong kem theo).

Dieu 2: Cac don vi to, ca nhan thuc hien chuc nang, quyen han nhiem vu va 
huang che do theo quy dinh cua dihu le trudng THPT va hap ddng lam viec cua ca 
nhan;

Hill
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- Thai gian thuc hien: tu ngay 01/10/2022.
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- Quyet dinh phan cong nay co hieu luc ke tu ngay ky. Moi Quyet dinh phan 
cong nhiem vu toan trudng trude day deu dugc bai bo.

Dieu 3: Cac ong, ba co ten tai Dieu 1 va bo phan lien quan chiu trach nhiem thi 
hanh Quyet dinh nay.

EU TRLTONGNoi nhan:
- CB-GV-NV toan trirong;
- Dang website;
- Ltm: VT. QiaiitwnTri

TfUilDIG

i Bi'ch Hanh



S6 GD&DT BINH PHl/dC
triTcxng thpt le quy don

PHAN CONG NHIEM VU CUA CAN BO, GIAO VIEN, NHAN VIEN
NAM HOC 2022 - 2023

(Kem theo Quyet dinh s6ZJ£/\/ QD-THPTLQD ngdy iO thdng £) ndm 2022)

I. PHAN CONG NHIEM VU TRONG LANH DAO• • •
- Hieu truang chiu trach nhiem truac Sa GD&DT va truac phap luat ve thuc 

hien chuc nang, nhiem vu, quyen han cua nha truong. Nhiem vu va quyen han cua 

Hieu truang thuc hien theo quy dinh tai khoan 1, Dieu 19, dieu le trudng THCS, 
truong THPT va trudng pho thong co nhieu cap hoc ban hanh theo Thong tu so 

32/2020/TT-BGDDT ngay 15/9/2020 cua Bo trudng Bo Giao due va Dao tao.

- Trach nhiem cua Pho Hieu trudng: Pho Hieu trudng la ngudi giup Hieu 

trudng phu trach mot hoac mot so mat cong tac, chiu trach nhiem trude Hieu trudng 

va trude phap luat ve nhiem vu duoc phan cong. Khi Hieu trudng vang mat, mot Pho 

Hieu trudng duoc Hieu trudng uy nhiem dieu hanh cac boat dong cua nha trudng.

1. Ba Le Thi Bich Hanh - Bf thu’ Chi bo - Hieu trudng
Phu trach chung va thuc hien cac nhiem vu cua Hieu trudng theo Dieu 19 cua 

Dieu le trudng THPT, la ngudi chiu trach nhiem trude Giam doc Sd GD&DT ve toan 

bo cong tac quan ly nha trudng theo che do trudng chuan.Chiu trach nhiem quan ly,
' •Adieu hanh moi boat dong cua nha trudng theo quy dinh cua Phap luat va true tiep thuc
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hien cac nhiem vu va quyen han Cu the sau day:

- Phu trach chung; xay dimg to chuc bo may; thuc hien Nghi quyet cua Hoi 
dong nha trudng; xay dung ke hoach nam hoc, ke hoach chien luge phat trien nha

9 f 9>^>A9trudng va to chuc thuc hien ke hoach. Phu trach cong tac Dang va cac doan the cua 

trudng.

- La ngudi phat ngdn chinh thuc cua trudng.

- Quan ly cong tac tu tudng trong CB-GV-NV; cong tac bao ve chinh tri noi bo; 
cong tac to chuc can bo; cong tac ke hoach tai chinh; cong tac thi dua khen thudng, ky 

luat; xet duyet ket qua danh gia xep loai hoc sinh.

- Quan ly giao vien, nhan vien, hoc sinh; To chuc kiem tra, danh gia viec thuc 

hien nhiem vu cua cac Pho hieu trudng, cac to, bo phan va toan the CB, GV, NV va 

hoc sinh.

- Phu trach cong tac dao tao, boi dudng.

- Quan hanh chinh, tai chinh, tai san cua co quan; thuc hien cac che do chinh 

sach cua Nha nude ddi vdi can bo nha giao, nhan vien va hoc sinh.



9 ^ /\ *? t >-To chuc, chi dao thirc hien quy che dan chu trong cac boat dong cua nha
trudng.

- Lam chu tich cac Hoi dong: khoa hoc, thi dua khen thuong, ky luat, tuyen 

sinh, tuyen dung va cac hoi dong tu van khac.
r f 1 a- Xu ly cac cong van gui den trudng; duyet cac ke hoach, chuong trinh cong tac 

cua nha trudng; duyet trudc khi ban hanh cac noi quy, quy che, cac quy dinh ap dung 

trong nha trudng.

-Phdi kdt hop vbi cac to chuc trong va ngoai nha trudng thuc hien cac muc tieu 

nguyen ly giao due.

-Duyet ke hoach cua cac Phd hieu trudng, Doan the.
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- Kiem duyet, cham diem bai dang trang Websitibe cua trudng.
r r \

- Trudng Ban tu van, giao due tarn ly hs; tu van, GD phap luat; tuyen truyen,
9 r

phd bien cac van ban phap luat.

- Chu tri to chuc thuc hien xay dung Trudng hoc Hanh Phuc.

- Thuc hien giang day boat dong HN-NGLL.

- Chiu trach nhiem Website cua trudng.
^ ^ r

- Sinh boat chao cd dau tuan (hoac de xuat phan cong BGH) tuy thuoc vao noi 
dung chinh cua tuan.

- Cong tac giai quyet don thu, khieu nai to cao, cong khai dan chu, PCTN.
- Phu trach cong tac cho hoc sinh nhap hoc, thdi hoc, chuyen di, chuyen den, 

lap hoc ba khdi 10.
2. 6ng Nguyen Due Tinh - Chi uy vien - Pho Hieu trudng

Thay mat Hieu trudng dieu hanh boat dong cua nha trudng khi duoc uy quydn, 
tham muu cho Hieu trudng quydt dinh cac nhiem vu vd boat dong trong nha trudng, 
true tiep thuc hien va chiu trach nhiem trudc Hieu trudng vd nhung nhiem vu duoc 
phan cong nhu sau:

- Tham muu xay dung Ke hoach nam hoc, bao cao so ket, tdng kdt nam hoc.

- Tham muu kiem tra thudng xuydn va dinh ki vide thuc hien quy chd chuyen 
mon cua giao vien, lap ke hoach kidm tra nd ndp trong cac boat dong chuyen mon cua 

nha trudng. Tridn khai, theo doi, don doc vide thuc hien sinh boat chuyen mon cua 
giao vien.
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- Theo doi thi dua giao vien, tham muu vide nhan xet danh gia giao vien vd trinh 

do nghidp vu, tinh than trach nhiem cua giao vien trong cong tac chuyen mon dd Hieu 

trudng nhan xet, danh gia chudn, danh gia cong chuc, vien chuc hang nam.



^ A* *- Chi dao cac boat dong sinh boat chuyen de, hoi thao, tap huan chuyen mon
nghiep vu.

- Tham muu Hieu trudng them ve cong tac giai quyet don thu, khieu nai to cao, 
cong khai dan chu, PCTN.

- Chiu trach nhiem ve chat luong, so luong giao vien gioi, sang kien.

- Phu trach kiem tra, don doc viec day thirc hanh cua giao vien.

- Chiu trach nhiem cong tac kiem tra noi bo trong nha truong.
^ \ r •> 97

- Chiu trach nhiem ve ho so khoi 12 (kiem tra va ky hgc ba, so diem).

- Phu trach ky va luu So dau bai buoi sang.
t r % 1 a- Phu trach cong tac kiem dinh chat lugng giao due, cong tac trudng chuan

r

Qudc gia.
nr r # ’

- Chiu trach nhiem kiem tra, don doc, chi dao cong tac xep TKB, quan ly diem
tren VNED.

- Chiu trach nhiem kiem tra, don doc, chi dao cong tac Ban Bai dien CMHS.

- Phu trach cac cong tac: thi THPT Quoc gia, tu van tuyen sinh Bai hoc.

- Phu trach cong tac Khao thi.

- Tham muu tinh, duyet thua gib cho giao vien.

- Chiu trach nhiem ve chat lugng, so lugng HSG.

- Phu trach to: Ly - Cong nghe, Anh, H6a - Sinh, GBTC - ANQP, Van phdng. 
Theo doi va hubng dan boat dong cua cac to chuyen mon dugc phan cong phu trach; 
Chi dao xay dung cac loai ke hoach; Kiem tra ho so va duyet ke hoach; Quan ly, theo 

doi, de xuat dieu chinh phan cong chuyen mon; Theo doi viec thuc hien chuong trinh 

cua to chuyen mon dugc phan cong phu trach theo dung quy dinh. Phu trach va chiu 

trach nhiem v£ chk lugng, hieu qua cac gib day cua giao vien to phu trach. Be xuat 
cac bien phap quan ly de nang cao chat lugng day hgc, chat lugng mui nhgn, chat 
lugng dai tra.

- Phu trach quan ly co so vat chat cua cac phbng hanh chinh, phbng hgc, phbng 

thi nghiem thuc hanh, phbng bo mon va cac phbng khac; phu trach co so vat chat 
phuc vu cac ky kiem tra (do trubng to chuc), cac ky thi do nganh to chuc tai trubng 

(niu co). Ra soat, chinh sua, hoan thien Quy che su dung, bao quan CSVC nha 

trubng; T6 chuc ban giao, theo doi qua trinh su dung CSVC nha trubng cua CB-GV- 
NV va hgc sinh; Binh ky tb chuc kiem ke CSVC 01 Mn/nam; tham muu dh xuk cho 

Hieu trubng ke hoach mua sam, sua chua, tang cubng CSVC phuc vu nhiem vu tung 

nam hgc.



- Tham mum vai Hieu truang v£ viec su dung CSVC nha truong cua can tin, 
nha xe, thu quan.

- Phu trach cong tac an ninh, trat tir, quan ly va dieu hanh Ban ne nep.

- Phu trach cong tac phong chay chua chay trong co quan.

- T6 chuc va thuc hien cong tac van thu - luu tru; Thu vien.

- Sinh boat CM a to toan va tham gia giang day mon Toan.

- Tham mini xay dung k4 hoach va bao cao ITnh vuc dugc phan cong phu trach 

(dinh ky va dot xuat).

- Giai quy4t nhung cong vice hoac thuc hien cac cong tac dot xuat khac do 

Hieu truong phan cong/uy quyen.

- Phai chiu trach nhiem truoc phat luat vd nhung sai pham (neu de xay ra) trong 

llnh vuc, nhiem vu minh dugc phan cong hoac tham muu.

3. 6ng Pham Van Phu - Chi uy vien - Pho Hieu tru-ong

Thay mat Hieu truong dieu hanh boat dong cua nha truong khi dugc uy quyen, 
tham muu cho Hieu truong quyet dinh cac nhiem vu ve boat dong trong nha truong, 
true tiep thuc hien va chiu trach nhiem truoc Hieu truong ve nhung nhiem vu dugc 

phan cong nhu sau:
f \

- Chu tich Hoi Chu thap do nha truong. True tiep quan ly, dieu hanh, chi dao 

boat dong cua Hoi Chtr thap do, Cong tac lien quan y te.
r

- Xay dung quy che chuyen mon

- Phu trach cong tac hoc tap va ren luyen cua hgc sinh.

- Tham muu cong tac boi duong, dao tao, quy hoach ngudn hang nam. Luu tru 
ho so dung quy dinh.

- Tham muu cong tac DTHT.

- Phu trach cong tac ke khai tai san toan truong.

- Phu trach cong tac cua GVCN. Xay dung noi dung ke hoach sinh boat chu
t*A*AA # *nhiem; kiem tra, tong hgp, tham muu danh gia GVCN.

- Chiu trach nhiem tham muu to chuc cac ky thi cdp truong.

- Phu trach cong tac tu van tuyen sinh vao lop 10 hang nam.

- Phu trach to: Van, Toan - Tin, Su - GDKTPL, Dia Ly - My Thuat - Am 

Nhac. Theo doi va hudng dan boat dong cua cac t6 chuyen mon dugc phan cong phu 
trach; Chi dao xay dung cac loai k4 hoach; Kiim tra h6 so va duyet k4 hoach; Quan 
ly, theo doi, dh xuat di£u chinh phan cong chuyen mon; Theo doi viec thuc hien
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chuong trinh cua to chuyen mon dugc phan cong phu trach theo dung quy dinh. Phu 

trach va chiu trach nhiem ve chat luong, hieu qua cac gio day cua giao vien to phu 

trach. De xuat cac bien phap quan ly de nang cao chat luong day hoc, chat luong mui 
nhon, chat luong dai tra.

- Chiu trach nhiem kiem tra, don doc, chi dao cong tac ung dung CNTT va sang 
tao kT thuat, thi nghe, ung dung cong nghe so trong quan ly giao due.

- Phu trach Bp phan tu van - giao due dao due hoc sinh, thi dua hoc sinh.
r r

- Phu trach bien che lop, si so hoc sinh.

- Bo tri: phong hoc, phong bp mon, phong sinh boat chuyen de, phong boi 
duong hoc sinh gioi... Be xuat va theo doi viec thuc hien npi quy lam viec cua cac 

phong nay.
r 7

- Chu tri dao dien, xay dung ke hoach, phan cong nhiem vu trong viec to chuc
t** r 7 r

cac ngay le, so ket, tong ket...
F

- Phu trach boat dong Ngoai gib len lop, Giao due ky nang song va Huong 

nghiep cho hoc sinh.

- Phu trach canh quan, ve sinh toan trubng; Tham muu thuc hien ke hoach kiem 

tra ve sinh moi trubng, ve sinh an toan thuc pham trong nha trubng; Lanh dao, dieu 

hanh cac boat dong lao dong ve sinh cua hoc sinh; cong tac phoi hop vbi cac co quan, 
don vi va hp dan quanh trubng trong viec dam bao ve sinh via he, canh quan chung 

quanh nha trubng; cong tac khanh tiet trong cac dip Le.

- Chiu trach nhiem ve ho so khoi 10, 11 (kiem tra va ky hoc ba, so diem).

- Phu trach ky va luu So dau bai buoi chieu.

- Phu trach cong tac thong tin, tuyen truyen. Kiem tra, de xuat thay the khau 

hieu, cb nubc, hinh anh, treo cb va cac npi dung thong tin tuyen truyen trong nha 

trubng.

- Phan cong true trubng cac ngay Le, Let... (BTDT chu dong tham muu phan 

cong GVCN va HS true).

- Sinh boat chuyen mon b to Van va tham gia giang day mon Van.

- Tham muu xay dung ke hoach va bao cao llnh vuc dupe phan cong phu trach
F

(dinh ky va dpt xuat).
- Giai quyet nhung cong viec hoac thuc hien cac cong tac dpt xuat khac do 

Hieu trubng phan cong/uy quyen.
- Phai chiu trach nhiem trubc phat luat v£ nhung sai pham (n§u d§ xay ra) trong 

llnh vuc, nhiem vu minh dupe phan cong hoac tham muu.

II. Thir Id Hoi dong trubng: Ba Nguyen Thi Hue (Giao vien to Toan - Tin).



f A # ^
- Du thao cac bao cao, quyet dinh theo yeu cau cua BGH; diem danh 

CB,GV,NV trong cac buoi sinh boat tap the, hop to CM.
- Ghi chep bien ban, Nghi quyet cac cuoc hop trong nha trubng.

7^9 r \ A®r ^*1- Phu trach in cac bieu mau; tong hop, thong ke dau nam, cuoi thang, cuoi hoc
r

ki, cuoi nam.
- Thuc hien cong tac Kiem djnh chat luong giao due.
- Thuc hien cac cong tac khac theo yeu cau cua Ban Giam hieu.
III. To truung chuyen mon
- La nguoi true tiep giup viec cho BGH ve cong tac chuyen mon thuoc bo mon 

phu trach, cu the: Thuc hien nhiem vu dugc qua dinh tai Thong tu so 32/2020/TT- 
BGDDT ngay 15 thang 9 nam 2020 cua Bo truong Bo Giao due va Bao tao va thuc 
hien nhiem vu theo quy dinh tai Quy che to chuc la boat dong nha truong nam hoc 
2020-2021.’

- Phai chiu trach nhiem truoc phat luat ve nhung sai pham (neu de xay ra) trong 

llnh vuc, nhiem vu minh dugc phan cong hoac tham muu.

1. To chiic cac boat dong chuyen mon trong to
- Sinh boat chuyen mon thang 2 lan.

t test

- Xay dung va thuc hien ke hoach boat dong chung cua to, hubng dan xay dung 
va quan ly ke hoach ca nhan cua to vien theo ke hoach day hpc, phan phoi chuong 
trinh va cac boat dong giao due khac cua nha truong;

- Kiem tra viec soan giao an, ho so giao vien to;
- Lap ke hoach va to chuc cac boat dong chuyen mon theo ke hoach cua BGH

N

gom:
- Thong nhat ke hoach va noi dung day theo PPCT, boi duong HSG, phu dao 

HS ySu kem, on THPT QG, DTHT.’

- Thong nhat trong cac nhom bo mon ve noi dung de kiem tra tu 1 tiet tro len 
(tuluan, trac nghiem), chgn HSG,...

- Trien khai ngi dung BDTX, chuyen de, hoi thao, viet sang kien kinh nghiem, 
dang ky thi dua.

r r r 9

- Thong nhat noi dung, ke hoach va phan cong giao vien on luyen Doi tuyen 
hgc sinh gioi cua truang.

A A AAA2. To chuc boi duong chuyen mon, nghiep vu, danh gia phan loai giao vien
- Thong nhat noi dung va to chuc trao doi ve cac chuyen de, soan cac giao an 

thu nghiem, to chuc day thu nghiem va rut kinh nghiem.
- To chuc cac boat dong du gib, thao giang, doi mbi phuang phap trong pham

• 7 rvi to va theo ke hoach chung cua Nha trubng.



- Lap ke hoach va to chuc tot vice duy tri su dung cac thiet bi day hoc va to 
chuc lam thi nghiem tren co so san co, tu tim kiem va de nghi mua bo sung (khi can 
va co dieu kien).

3. Tham gia phan cong giang day
- Du kien phan cong giang day trong to, nhom de nha truong co can cu phan 

cong giang day dau nam;
- De xuat viec dieu chinh phan cong vbi BGH de Hieu trudng xem xet ra quyet 

dinh phan cong giang day.
4. To chiic dang ky thi dua cua ca nhan, tap the to, nhom chuyen mon

9 A

- Xay dimg chi tieu, dong vien to vien dang ki thi dua dau nam;
- Danh gia xep loai thi dua ca nhan trong to va lam bao cao chung cua to cuoi 

hoc ky, cuoi nam.
DANH SACK CAC TO CHUYEN MON

* To Toan - Tin

Ho va tenSTT Chirc vii Ghi chu

Le Thi Lan Anh TT CM DV1

Nguyen Thi Nuong TP CM (phu trach monTin) DV2

A >Nguyen Truong 
Son DVGiao vien3

Giao vienCao Thanh Binh4

Nguyen Ngoc Bay Giao vien5

Nguyen Thi Nghi Giao vien6

DV, Thanh vien Ban neGiao vienLe Van Coong7 Anep

Nguyen Huy Thuan DVGiao vien8

Nguyen Thi Hue Thuky HDSPGiao vien9

Duong Phuong Kiem nhiem thu quyGiao vien10 Thao



Tran Huang Thao Giao vien11

Giao vienVu Thi Thanh12

Giao vienLe Thi Hoa13

Phu trach giang day Ngoai gid len lop, Huong nghiep

* To Ngu* Van

Ghi chiiHo va ten Chirc vuSTT

Nguyen Ngoc Thang DVTTCM1

DV, Pho CTCDLe Due Minh TPCM2

Giao vienBui Thi Thuy Nhan DV3

Pham Thi Ba Giao vien4

Pham Minh Hung Giao vien5

c
Nguyen Thi Nhu 
Hanh6 Giao vien DV

*

Nguyen Thi Loc7 Giao vien

8 Le Ngoc Thuy Duong Giao vien

Nguyen Thi Chang9 Giao vien Kiem nhiem Thu vien

Phu trach giang day Ngoai gid len lop, Huong nghiep

* To Tieng Anh

STT Ho va ten Chirc vu Ghi chii

1 Mai Van Tam TTCM DV

2 Pham Thi Duyen TPCM



Nguyen Thi Tam3 Giao vien DV

Ha Thi KiSu4 Giao vien

5 Le Trung Kien Giao vien

Tong Thi Hong Tuyet6 Giao vien

Nguyen Ha Nhat7 Giao vien PT Phong Lab

Phu trach giang day Ngoai gio len lop, Huong nghiep

* To Vat Ly - Cong nghe

STT Ho va ten Chirc vu Ghi chu

Nguyen Thi Thanh Tuyen1 TTCM DV

Hoang Thi Phung Hao2 TPCM DV

Nguyen Cong Hau3 Giao vien

Nghi khong huong 
luong 1 namNguyen Thi Bay4 Giao vien

Vo Thi Thao Minh Giao vien DV5

Giao vienLe Thi Cue6

Ho Thi Dieu My Giao vien7

Tran Thi Hoai Na Giao vien DV, PTr. TH Ly8

Phu trach giang day Ngoai gio len lop, Huong nghiep

* T6 Hoa - Sinh

Ghi chuChirc vuHo va tenSTT

Ho Thi Bao Loc DVTTCM1



TPCM (phu trach mon 
Sinh)Binh Thi Hien DV2

Tran Thi Phugng Giao vien3

Giao vien BYLu Van Trung4

BY, phu trach TS 
CB-BHNguyen Van Vugng Giao vien5

Giao vienMai Xuan Hoang6

Giao vienPham Thi Oanh7

Nguyen Viet Ha Giao vien PTr. TH Hoa8

Giao vienYu Thi Giang9

Ngo Thi H i In Giao vien PTr. TH Sinh10

Phu trach giang day Ngoai gio len lop, Huong nghiep

* To Dja - My thuat - Am nhac

STT Ho va ten Chirc vu Ghi chu

Pham Lan Giang1 TTCM BY

BY, phu trach xep 
TKB, VNEBBinh Xuan Can2 Giao vien

BY, Truong Ban ne3 Ngo Van Hiep Giao vien nep

Nguyen Thi Thing4 Giao vien



DV, BTDT, thanh 
vien Ban ne nep

5 Nguyen Thi Tu Uyen Giao vien

Phu trach giang day Ngoai gid len lap, Huang nghiep

* Lich Sir - Giao due Kinh te va Phap luat

STT Ho va ten Chiic vu Ghi chu

NguyenVan He1 CTCB BY

Tran Thi Huy^n2 TTCM BY

BY, phu trach cong 
tac Phap luatTran Thi Thu Huong3 TPCM

Nguyen Thanh Giap4 Giao vien

Nguyen Thi Buan5 Giao vien

Le Thanh Hai Giao vien6

Kiem nhiem Pho 
cap - Giao vuNguyen Thi Thin Giao vien7

Phu trach giang day Ngoai gid len lop, Huong nghiep

* To Giao due the chat - Quoc phdng an ninh

Ghi chuHo va ten Chuc vuSTT

Bang Quang Quyet BYTTCM1

Tieu doi trudng 
BQTY, thanh vien

a r

Ban ne nep
Le Binh Thu TPCM2

Le Van Tien Giao vien3

Giao vienLe Thanh Liem4

H6 Kinh Giao vien5



P. BTDT, Tu vin 
tarn ly hoc sinhNguyen Dinh Tu Giao vien6

Nguyen Dinh Quoc Giao vien7
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IV. Nhan vien:
Thai gian lam viec tie tine 2 den thie 6 hang tuan.
- Sang tu 07h30 den 1 lh30.
- Chieu tu 13h30 deni7 h30.
1. To trirong to Van phong
- Chiu trach nhiem toan bo \h cong tac hanh chinh cua trudng.
- Xay dung quy che lam viec cua nhan vien to hanh chinh va kl hoach boat 

dong cua to hang thang.
- Quan ly viec thuc hien ne nep, tac phong lam viec nhu: gid gidc, vi tri lam 

viec, kiem tra ngay cong lao dong cac to vien.



- Tham mini va quan ly van phong pham phuc vu toan bo boat dong trucmg.
- Ngoai cong viec chinh cua minh con phu trach cac cong vice khac do Hieu 

trucmg phan cong.
- Phai chju trach nhiem truoc phat luat ve nhung sai pham (neu de xay ra) trong 

ITnh vuc, nhiem vu minh dugc phan cong hoac tham muu.

2. Nhan vien Ke toan
- Xay dung du toan, can doi kinh phi, lap ho so tai chinh (so theo doi, chung tu 

thu, chi), bao cao quyet toan cac nguon thu, chi trong va ngoai ngan sach theo huong 
dan cua cac cap co tham quyen de dam bao phuc vu cho cac boat dong cua nha 
truong. Bao cdo thu chi cho Hieu truang veto tfdu thdng truoc khi quyet toan vdi kho 
bqc vd so Gido due, ngoai ra co the phdi bdo cdo doi xudt do yeu cdu cua Hieu 
truong.

- Tham muu cho Hieu truong quan ly thu chi dung che do, dam bao nguyen tac 
tai chinh. Chi dugc phep chi khi ngi dung cong viec da co du toan va dugc Hieu 
truong duyet chi. Thuc hien day du va kip thbi che do chinh sach cho can bo, giao 
vien, nhan vien va hoc sinh. Chiu trach nhiem quan ly, luu tru toan bo ho so tai chinh.

- Thuc hien che do cong khai tai chinh theo qui dinh cua phap luat, tong kinh
r \

phi dugc chi, dugc quyet toan va quy tien mat...
- Lap so quan ly tai san theo quy dinh.
- Lap so theo ddi cong chuc va thuc hien che do bao cao dinh ky ve bien che 

GV, NV. Bao quan ho so can bo, giao vien, nhan vien.
- Chiu su kiem tra cua Hieu truong va cung cap day du thong tin vdi Ban thanh 

tra nhan dan khi dugc Hieu truong cho phep. Khi co doan thanh tra lam viec, co trach
r x * ^ A Anhiem cung cap day du cac chung tu theo yeu cau.

r 7 • a j.aa r \ •- Thuc hien cac cong viec khac do cap tren chi dao lien quan den cong tac tai
chinh.

' • A A 9- Phai chiu trach nhiem truoc phat luat ve nhung sai pham (neu de xay ra) trong 

ITnh vuc, nhiem vu minh dugc phan cong hoac tham muu.

3. Cong tac Thu quy
- Thu, nhan tien trong va ngoai ngan sach dugc cap hoac dugc thu kip thdi, an 

toan cac nguon quy. Cap phat kinh phi khi co phieu chi, lenh chi cua chu tai khoan 
(phieu chi da co chu ky cua chu tai khoan va ke toan).

- Co du h<3 so, sd sach theo doi thu, chi va cap nhat kip thdi dung nguyen tac tai 
chinh. Hang tuan va hang thang ddi chieu sd quy vdi ke toan, hang quy tdng hgp kinh 
phi thu chi de ddi chidu sd quy va kiem tra quy tidn mat dd bao cao vdi chu tai khoan 
va thdng bao cong khai kinh phi su dung.

- Chiu su kiem tra cua Hieu truong.
- Phai chiu trach nhiem truoc phat luat vd nhung sai pham (neu dd xay ra) trong 

ITnh vuc, nhiem vu minh dugc phan cong hoac tham muu.



4. Cong tac Van thu’
- T§t ca moi bao cao, thong tin, van ban phat hanh ra ngoai pham vi nha truong 

dku trinh Hieu truong trubc khi chuyen cac bo phan thuc hien.
- In in cac van ban cua nha truong, Chi bo, Cong doan, Doan thanh nien khi co 

ky duyet cua Hieu truong, Pho Hieu truong.
- TiSp nhan cac van ban din di chuyen cho Hieu truong phe duyet, gui cac van 

ban do Hieu truong yeu cau den cac to chuc, ca nhan (Ke cd viec dang van ban tren 
Website cua tru’&ng). Phat hanh van ban cua nha truong kip thbi theo dung noi nhan 
trong van ban. Cac van ban den va di deu duoc ghi vao so, luu tru theo quy dinh. 
Quan ly va su dung dung nguyen tac mot dau cua nha truong.

- Cung ung cac loai ho so quan ly cua nha truong, to chuyen mon, giao vien, 
nhan vien va cac lop hoc. Quan ly va cap van phong pham. Quan ly va su dung may 
in, may tinh van phong.

- Chu tri lap so theo doi cong chuc va thuc hien che do bao cao dinh ky ve bien 
chi GV, NV. Bao quan ho so can bq, giao vien, nhan vien. Thuc hien cac bao cao 
khac khi co yeu cau.

- Huong dan thu tuc chuyen truong cho hoc sinh (Don).
- Thuc hien cong tac luu tru dung danh muc va dung quy dinh.
- Thuc hien cac cong viec khac khi Hieu truong phan cong.
- Phai chiu trach nhiem truoc phat luat ve nhung sai pham (neu de xay ra) trong ^^6 

linh vuc, nhiem vu minh duoc phan cong hoac tham muu.

5. Nhan vien phu trach Pho cap, Giao vu
- Thuc hien cong tac pho cap theo quy dinh cua UBND Tinh.
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- Theo doi, cap nhat si so cac lop, bao cao BGH hang thang.
- Chiu trach nhiem chinh ve kiem tra va hudng dan GVCN thuc hien ho so hoc 

sinh dung quy dinh, chu dong xay dung ke hoach kiem tra ho so hoc sinh theo tung 
HK va theo nam hoc.
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- Tiep nhan va quan ly ho so hoc sinh, ho so quan ly cua nha truong, tham muu 
cho Hieu truong va giao vien chu nhiem trong viec giai quyet cho hoc sinh chuyen 
den va chuyen di theo dung quy dinh. Lap so dang bo theo d5i hoc sinh, ho so tuyen 
sinh dau cap, danh sach hoc sinh tot nghiep va dai hoc, cao dang, hoc sinh chuyen di, 
chuyen den hang nam; quan ly so diem cac lop hoc.

- Quan ly so diem, hoc ba, ho so chuyen di, chuyen den; theo doi si so hoc sinh
cac lop.
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- Ho tro cong viec cua Van thu khi duoc dieu dong true, lam thay.
- Phai chiu trach nhiem truoc phat luat ve nhung sai pham (neu de xay ra) trong 

linh vuc, nhiem vu minh duoc phan cong hoac tham muu.

6. Kiem nhiem Thu* Vien
- Dap ung yeu cau va tao dieu kien thuan loi cho ngudi doc trong viec su dung

a^**a * /\ y • 9von tai lieu thu vien va tham gia cac boat dong do thu vien to chuc;



- Thu thap, bo sung va xu ly nghiep vu von tai lieu; bao quan v6n tai lieu va 
thanli loc ra khoi kho cac tai lieu lac hau, hu nat theo quy che cua thu vien;

- To chuc thong tin, tuyen truyen, gioi thieu von tai lieu thu vien, tham gia xay 
dung va hinh thanh thoi quen doc sach, bao trong nhan dan;

- Xu ly thong tin, bien soan cac an pham thong tin khoa hoc;
- Nghien cuu, ung dung thanh tuu khoa hoc va cong nghe tien tien vao cong tac 

thu vien, tung buoc hien dai hoa thu vien;
- To chuc boi duong chuyen mon, nghiep vu cho nguoi lam cong tac thu vien;
- Bao quan co so vat chat, ky thuat va tai san khac cua thu vien.
- Thai chiu trach nhiem truoc phat luat ve nhung sai pham (neu de xay ra) trong 

llnh vuc, nhiem vu minh duqc phan cong hoac tham muu.

7. Nhan vien y te
- Theo doi, tham muu va xay dung ke hoach to chuc cac boat dong y te trong 

truong theo cac van ban chi dao chuyen mon cua nganh Giao due va So y te tinh Binh 
Phuoc.

- True tiep va la cong tac vien Bao hiem y te, Bao hiem than the cho hoc sinh.
- Chiu trach nhiem cham soc sue khoe va so cuu ban dau cho hoc sinh.
- Tiep nhan cac don thu, cong van gui den, gui di (khi NVHC vang mat).
- Tham gia thuc hien va hoan thanh cac cong viec khac theo su phan cong dieu 

dong cua Ban giam hieu.
- Thai chiu trach nhiem truoc phat luat \h nhung sai pham (neu de xay ra) trong 

llnh vuc, nhiem vu minh duqc phan cong hoac tham muu.

8. Nhan vien Bao ve
8.1. Tam quan trong cua tudn thu noi quy bao ve
- Muc tieu hang dau cua cong viec bao ve la giu an toan cho tinh mang con 

nguoi, tai san noi lam viec. Khi co su co xay ra, cac bao ve can co nhiem vu phoi hop 
ngay voi lanh dao nha truong, chinh quyen dia phuong de xu ly va ngan chan ngay.

- Ngoai ra, nhiem vu cua nhan vien bao ve con la nhac nhb moi nguoi bao gom 
hoc sinh, giao vien va cong nhan vien cua nha truong thuc hien dung cac yeu cau cua 
nha truong va dia phuong dua ra.

8.2. Trach nhiem
+ Bao quan an toan tai san, co so vat chat va cac cong trinh cua nha truong. 

Ph6i hop voi ke toan lap so theo doi cac tai san hien co (tai san trong phong hoc, 
phong lam viec, phong chuc nang: thong ke so luong tai san trong moi phong) va ky 
giao nhan voi ke toan va pho hieu truong co so vat chat. Nhung tai san bi mat khong 
ro ly do hoac do thicki tinh thdn trach nhiem cua bao ve thi phai chiu boi hoan. Thuc 
hien cong tac sua chua nho va cham soc he thong cay canh nha truong. Bam bao dien 
nude cho cac boat dong cua nha truong va can bo giao vien, hoc sinh.



- Dam bao an ninh trat tir trong nha truang, khi co dau hieu mat an ninh phai 
bao cao ngay voi co quan Cong an de kip thoi giai toa va xu ly, dong thoi bao voi 
lanh dao nha truang de phoi hap giai quyet.

- Phoi hap vai giao vien chu nhiem, bo phan an ninh va giao due dao due hoc 
sinh xu ly nhung hoc sinh vi pham an ninh trat tu. Khong cho vao truang nhung hoc 
sinh an mac khong dung quy dinh, uong rugu, hut thuoc va nhung nguai khong co 
nhiem vu.

- Trong coi xe cho CB-GV-NV nha truang trong gid hanh chinh.
- Lap so kiem tra dinh ky cac thiet bi dung chung trong toan truang, co chu ky 

xac nhan cua P.HT phu trach.
- Khong cho ngudi la tu y vao khu vuc khuon vien trudng khi het gid hanh

chinh.
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- True danh trong dieu hanh thdi gian cac tiet hoc.
- Hudng dan khach den lien he edng tac vdi nha trudng, khong de nhung ngudi 

khong co nhiem vu vao trong trudng va len cac lap hoc. Hudng dan cac phuang tien 
di lai nhu: 6 to, xe may, xe dap... phai de dung nai quy dinh.
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- Bao ve 24 gid/ngay. Trong gid true khong dugc rdi bo vi tri true neu co nhu
\ 9 r 9

cau rdi vi tri thi bao vdi To trudng Van phdng bo tri bao ve trong khu vuc trudng de 
thay. Dong md cong theo quy dinh.

- Khi tai san bi mat d khu vuc dugc giao bao ve thi phai co trach nhiem den bu.
- Mac trang phuc bao ve theo quy dinh khi thuc hien nhiem vu trtrong gid hanh

chinh.
- Thudng xuyen tuan tra toan khu vuc trudng nh^m phat hien va giai quylt 

ngay cac van de xay ra xung quanh trudng hpc.
- Phai co thai do hoa nha, niem nd, nhiet tinh, lich su.
- Phai dam bao thdi gian lam viec theo quy dinh, khong di muon vS sdm.
- Phai co trach nhiem bao ve tai san cong, khong mang tai san edng ra ngoai ca 

quan, khong tu y di chuyen tai san trang bj ra khoi vi tri. Lap sd theo ddi chinh xac tai 
san, vat tu xuat ra khoi trudng. Moi tai san xudt ra khoi trudng phai co philu xudt 
hoac giay dong y cua Hieu trudng.

- Quan ly tot chia khoa cac bp phan, chia khoa chinh, phuang tien lam viec va 
ghi ro so khoa da ban giao. Tuyet doi khong giao chia khoa cho bdt ky ai khi chua co 
sir chi dao cua Hieu trudng.

- Thudng xuyen kiem ke tai san, phat hien ra nhung giao vien, nhan vien va hoc
cao cho Hieu trudngsinh xam pham tai san va noi quy ca quan va co trach nhiem bao 

xem xet va xu ly.
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- Phdng chong va phat hien kip thdi cac hien tugng chay nd, xu ly ngay va bao 
cho cac ca quan chuc nang phdi hgp giai quyet kip thdi.



- Phai chiu trach nhiem tnrac phat luat v6 nhrnig sai pham (n6u de xay ra) trong 
linh vuc, nhiem vu minh dugc phan cong.

8.3. Quyen han
- Tu ch6i khong cho nguai, phuang tien ra vao cong Idiong dung theo quy dinh.
- Dugc ban giao va nhan CSVC nha truang dugc giao nhiem vu bao ve.
- Dugc yeu cau cung cap cac di£u kien dam bao thuc hien t6t cong viec dugc

giao.
- Dugc huong cac che do theo quy dinh.
9. Nhan vien Phuc vu
- Phuc vu nuoc uong cho can bo, giao vien, cong nhan vien nha truang va 

khach den lien he cong tac trong gio lam viec, trong cac cuoc hop lanh dao, hop hoi 
dong tu van, hoi dong nha truang.

- Lam ve sinh hang ngay phong lam viec khu vuc hanh chinh, phong nghi giao 

vien, hoi truang, nha ve sinh giao vien va cac sanh cua cac phong.
- Khi can thiet thi thuc hien theo phan cong khac cua Hieu truang.

- Phai chiu trach nhiem truac phat luat ve nhung sai pham (neu de xay ra) trong 
linh vuc, nhiem vu minh dugc phan cong.

10. Nhan vien hop dong lam nhiem vu ve sinh
- Lam viec theo hgp dong va hoan toan chiu trach nhiem truac Hieu truang va 

phap luat nhung viec minh lam.
- Tien luang se dugc nhan theo thoa thuan trong hgp dong.

V. To chuc thuc hien
Cac ca nhan, to, bo phan trong truang co trach nhiem tuan thu su phan cong va 

chi dao, cu the hoa nhiem vu dugc phan cong bang ke hoach vai nhung chi tieu, bien 

phap cu the, phu hgp, tranh ap dat. Thuang xuyen huang dan, kiem tra, don doc 

CB,GV, NV va hgc sinh thuc hien; kip thai bao cao, phan anh tinh hinh, de xuat cac 

giai phap chi dao vai Hieu truang de giai quyet nhung van de nay sinh trong qua trinh 

thuc hien.

TRlTONGNoi nhan:
- CB-GV-NV loan trirong;
- Dang website;
- Liru: VT.
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