SO GD&DT PONG NAI CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT LE QUY PON DPéc lap — Tw do — Hanh phiic

Nghia Trung, ngay 05 thang 9 nam 2025

PHAN CONG NHIEM VU LANH DAO
TRUONG THPT LE QUY PON
(Thwc hi¢n tir thang 05/09/2025)

Cin clr Ludt Gido duc 2005 d& duoc stra doi bo sung 2012; Luat vién chixc
2010 va Pidu 18 truong Trung hoc co so, truong Trung hoc Phé thong va trudng Phd
théng c6 nhiéu cdp hoc, ban hanh kém theo Théng tu s6 32/2020/TT-BGDDT ngay
15/9/2020 cua B§ trudng B6 Gido duc va Pao tao;

Cén ctt N6i dung cude hop Ban giam hiéu ngay 1/9/2025;

Trudng THPT Lé Quy Pén phan céng nhiém vy clia cdc ddng chi trong Ban
giam hiéu nhu sau:

- Ban gidm hi¢u 1am viéc trén nguyén tic tap thé lanh dao, c4 nhan phy trach co
st phan cong, phan nhiém cu the cho tirng thanh vién trong Ban gidm hiéu.

- Higu trudng la ngudi chiu trach nhiém toan by céc hoat dong trong nha
trudng, 1a nguoi tb chtre, chi dao, thye hién moi nhiém vy trong nha trudong. Khi higu
truéng di ving, ty quyén cho 01 Phé Hiéu truéng chi dao céc hoat dong cda nha
truong.

- Phé Hiéu trudng la nguoi gitp viée cho Hiéu trudng, chi dao thuc hién céac
nhiém vu va chiu trach nhi€m vé nhiing cdng viéc dugc phan cong.

1. Ba Leé Thi Bich Hanh - Bi thw Chi b - Hiéu truwéng

Phu trach chung va thyc hlen cac nhiém vu cta Hiéu trudng theo Pidu 11 cua
biéu 18 truong THPT hién hanh, 1a ngudi chiu trach nhiém truée Gidm doc S&
GD&DT vé toan bo cong téc quan 1y nha trudng theo ché d6 trudng Chudn qudc gia.
Chiu trach nhiém quéan ly, diéu hanh moi hoat dong cta nha truong theo quy dinh ctia
Phép lut va tryc tiép thuc hién cdc nhiém vu va quyén han Cy thé sau day:

- Phy trach chung; xdy dung t6 chirc bd may; thye hién Nghi quyét cua Hoi
déng nha truong; xay dung ké hoach nam hoc, ké hoach chién lugc phét trién nha
trudng va to chiic thuc hién ké hoach. Phu trach cong tac Pang va cdc doan thé cua
trudng.

- La nguoi phéat ngdn chinh thitc clia truedng.

- Quan ly cong tac tu tudng trong CB-GV-NV; cong tac bdo v¢ chinh tri ndi bo;
cong tac td chirc can bd; cong tic ke hoach tai chinh; cong tac thi dua khen thudng, ky
luat; xét duyét két qua danh gia xép loai hoc sinh.

- Quan ly gido vién, nhan vién, hoc sinh; T4 chirc kiém tra, danh gia viéc thuc
hién nhiém vy cta cdc Pho hiéu trudng, cac t6, bd phén va toan thé CB, GV, NV va
hoc sinh.




- Quan hanh chinh, tai chinh, tai san cua co quan; thyc hién cac ché do chinh
sach ctia Nha nude doi véi can b nha gido, nhan vién va hoc sinh.

- T chitc, chi dao thuc hién quy ché dan chu trong céc hoat dong clia nha
truong.

- Lam chu tich cac Hoi dé“)ng: khoa hoc, thi dua khen thudng, ky luat, tuyén
sinh, tuyén dung va cic hdi dong tu van khéc.

- Xr Iy cac cong van giri dén trudng; duyet céc ké hoach, chuong trinh cong tac
ctia nha trudng; duyét trude khi ban hanh céc ndi quy, quy ché, cac quy dinh ap dung
trong nha truong.

- Phébi két hop véi céc td chic trong va ngoai nha trudng thyc hién céc muc tidu
nguyén ly gido duc.

- Duyét k& hoach ctia cac Phé hiéu trudng, Poan thé.

- Kiém duy8t, chim diém bai dang trang Websitibe cua trudng,.

- Chu tri t6 chite thye hién xdy dung Trudng hoc Hanh Phiic.

- Thuc hién giang day hoat dong trai nghi€m, k¥ ning cho hoc sinh.

- Chiu trach nhiém Website, FB ctia trurdng.

- Sinh hoat chao co dau tuin (hogic d& xuit phan céng BGH) tlly thude vao ndi
dung chinh cta tuan.

- Cong tac giai quyét don thw, khiéu nai t& cdo, cong khai dan chu, phong
chong tham nhiing.

- Phuy trach cong tac cho hoc sinh nhdp hoc, théi hoc, chuyén di, chuyén dén,
18p hoc ba khoi 10.

2. Ong Nguyén Dirc Tinh — Phé Bi thw Chi b - Pho Hiéu trudng

Thay mit Hiéu truéng didu hanh hoat dong ctia nha trudng khi dugc uy quyén,
tham muu cho Hiéu trudng quyét dinh cac nhiém vu vé hoat dong trong nha truong,
truc tiép thuc hién va chiu trach nhiém trude Hiu trudng vé nhitng nhiém vu duoc
phén cong nhu sau:

- Tham muu x4y dung K& hoach nam hoc, bdo céo so két, tong két nam hoc.

- Tham muu kiém tra thudng xuyén va dinh ki viéc thuc hién quy ché chuyén
mon cla gido vién, 18p ké hoach kiém tra né nép trong cac hoat dong chuyén mon cua
nha truong. Trién khai, theo ddi, don doc viéc thuc hi€n sinh hoat chuyén mon cua
gido vién.

- Chi dao céc hoat dong sinh hoat chuyén d&, hdi thao, tap huén chuyén mon
nghiép vu.

- Tham muu Hiéu truéng thém vé cong tac giai quyét don thu, khiéu nai t6 cdo,
cdng khai dan chi, phong chong tham nhiing,

- Tham muu cho Hiéu trudng trong cong tac tuyén dung gido vién, nhan vién.

- Chiu trach nhiém veé chat lugng, so lugng gido vién gioi.



- Phy trach kiém tra, d6n dc viéc day thuc hanh cia gido vién.
- Chiu trach nhiém vé hd so khdi 12 (kiém tra va ky hoc ba, s6 diém).
- Phu trach ky va luu S8 du bai budi sang.

- Phy trach coéng tac kiém dinh chét luong gido duc, cong tic trudng chuln
Québc gia.

- Chiu trich nhiém quéan 1y diém trén VNED.

- Phu trach céc cong tac: thi THPT Quéc gia, tu van tuyén sinh Pai hoc.

- Phu trach cdng tac Khao thi.

- Tham muu tinh, duyét thira gio' cho gido vién.

- Phu trach cong tac thi lai, xét 1én 16p sau thi lai.

- Phu tréch cong tic chuyén d6i mén hoc lya chon, cum chuyén d hoc tap.

- Chiu trach nhiém kiém tra, d6n déc, chi dao cong tac xép TKB chinh khoa.

- Tham muu viéc nhén xét danh gia gido vién vé trinh do nghiép vu, tinh than
trach nhiém cla gido vién trong cong tac chuyén mén dé Hiéu trudng nhén xét, danh
gia chuan, danh gid cong chirc, vién chirc hang nim.

- Tham muu véi Hidu trudng vé viée sir dung CSVC clia cin tin, nha xe, thu
quéan.
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- Phu trach cong tac an ninh, trat ty chung.
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- Phu trach cong tac phong chdy chita chay trong co quan. p:g!ﬁ by

- T chitc va thyuc hién cong tic Van thu - Luu trit; Thu vién.
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- B6 tri: phong hoc, phong bé mon, phong sinh hoat chuyén dé, phong bdi *
dudng hoc sinh giéi, phong hoat dong céc CLB... P& xuit va theo dbi viéc thyc hién
ndi quy lam vi€c clia cdc phong nay.

- Phu trach quan ly co s& vat chat cta cac phong hanh chinh, phong hoc, phong
thi nghiém thwc hanh, phong bd moén va cac phong khac; phy trach co s¢ vét chét
phyc vu cac ky kiém tra (do trudng td chirc), cac ky thi do nganh t6 chirc tai truong
(néu c6). Ra soét, chinh stra, hoan thién Quy ché sir dung, bao quan CSVC nha
truong; TS chiic ban giao, theo ddi qua trinh sir dyng CSVC nha truong cua CB-GV-
NV va hoc sinh; Pinh ky tb chire kiém k& CSVC 01 1dn/nim; tham muu d& xuit cho
Hiéu trudng ké hoach mua sidm, stra chita, tang cuong CSVC phuc vu nhiém vu tirng
nam hoc.

- Phu trach t8: Ngit vin, Lich stt - GDKT&PL, Dia Ly — Tin, Van phong. Theo
ddi va huéng dan hoat dong cua cac t6 chuyén mén dugc phan cong phu trach; Chi
dao xéy dung cac loai ké hoach; Kiém tra hd so va duyét k& hoach; Quan ly, theo ddi,
de xuét diéu chinh phan céng chuyén mén; Theo dbi viée thuc hién chuong trinh cta
td chuyen mon dugce phan cong phu trach theo dung quy dinh. Phu trach va chiu trach
nhiém vé chat luong, hiéu qua cic gid day ctia gido vién t6 phu trach. D& xuét cic



bién phap quéan Iy dé ning cao chit lwong day hoc, chit lugng mili nhon, chit lwong
dai tra.

- Sinh hoat CM & t6 Toan va tham gia giang day mén Toén.

- Tham muu xay dung ké hoach va bao c4o linh vuc duge phan céng phu trich
(dinh ky va dot xuét).

- Giai quyét nhiing cong viéc hodc thyc hién cic cong tic dot xuit khac do
Hiéu trudng phan cdng/uy quyén.

- Phai chiju tréch nhiém trudc phat luat vé nhiing sai pham (ndu dé xay ra) trong
linh vuc, nhi€ém vu minh dugc phan céng hodc tham muu.

3. Ong Pham Viin Phii - Chi iy vién - Phé Hiéu trwéng

Thay mét Hiéu trudng diéu hanh hoat dong ctia nha truong khi duge uy quyén,
tham muu cho Hiéu truéng quyét dinh céc nhiém vu vé hoat _dong trong nha trudng,
truc tlep thuc hién va chiu trach nhiém trude Hidu trudng vé nhitng nhiém vu duge
phén cong nhu sau:

- Chu tich Hgi Chit thap do nha truong. Truc tlep quan 1y, didu hanh, chi dao
hoat dong ctia Hoi Chit thap d6, cong tac lién quan y té.

- Truéng Ban tu vAn, gido duc tdm 1y hoc sinh; tu vén, gido duc phép luat;
tuyén truyén, pho bién cac vin ban phap luét.

- Phu trach cong tac quy hoach ngudn hang ndm. Luu trit hd so ding quy dinh.
- Phu trach cong tac hoc tép va rén luyén ctia hoc sinh.

- Chiu trach nhiém vé chét luong, s0 lugng HSG.

- Chiu trach nhiém kiém tra, don dbc, chi dao cong tac Ban Pai dién CMHS.

- Phu trach cong tac cia GVCN: Xay dyng ndi dung ké hoach sinh hoat chu
nhiém; kiém tra, tong hop, tham muu dénh gia GVCN.

- Chiu trach nhiém tham muu t6 chitc céc ky thi cép trudng.

- Phu trach cong tac tuyén sinh vao 16p 10 hang nim.

- Phu trach B6 phén tu van - gido duc dao dirc hoc sinh, thi dua hoc sinh, quan
ly va diéu hanh Ban né nép.

- Phu trach bién ché 16p, si s6 hoc sinh.

- Phu trach cong tac ké khai tai san.

- Chu tri dao dlen x@y dung ké hoach, phén cong nhiém vu trong viéc td chirc
cac ngdy 18, so két, tong két...

- Phy trach hoat dong Ngoai gid 1én 16p, Gido duc k§ ning séng va Huéng
nghiép cho hoc sinh.

- Chiu trach nhiém v& hd so khéi 10, 11 (kiém tra va ky hoc ba, sb diém).
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- Phuy trach ky va luu gido an, so diém, s6 dau bai budi chicu.



- Tham muu cong tac day on tép hoc sinh chua dat va 6n tap thi t6t nghiép
THPT. Chiu trach nhiém klem tra, d6n dbc, chi dao cong tac xép TKB day on tap hoc
sinh chua dat va 6n tép thi tot nghiép THPT.

- Chiu trach nhiém kiém tra, dén déc, chi dao cong tac tmg dung CNTT va séng
tao ki thuat, thi nghé, timg dung cong nghé sb trong quéan ly gido duc.

- Phuy trach cong tac thong tin, tuyén truyén. Kiém tra, d& xuét thay thé khéu
hiéu, co nude, hinh anh, treo c& va cac ndi dung thong tin tuyén truyén trong nha
truong.

- Phy trach canh quan, vé sinh toan trudng; Tham muu thue hién ké hoach kiém
tra vé sinh méi trudng, vé sinh an toan thyc phdm trong nha trudng; Lanh dao, didu
hanh céc hoat dong lao dong vé sinh ciia hoc sinh; cong tac phdi hop véi cac co quan,
don vi va hg dan quanh truong trong vi¢c dim bao vé sinh via h¢, canh quan chung
quanh nha tmong, cong tac khanh tiét trong cac dip L&.

- Phy trach té: Toan, Vat li — Cong nghé, Tleng Anh, Héa — Sinh, GDTC —
QPAN. Theo ddi va huéng dan hoat ddng clia cac t6 chuyén mén dugc phén cong phu
trach; Chi dao xdy dyng cac loai ké hoach; Kiém tra hd so va duyét ké hoach; Quan
ly, theo ddi, dé xuat diéu chinh phan céng chuyén mén; Theo ddi viée thuc hién
chuong trinh ctia td chuyén mon dugc phén cong phu trach theo dung quy dinh. Phy
trach va chiu tréch nhiém vé chit luorng, hiéu qua cac gio day cia giao vién t6 phu
trach. D& xudt c4c bién phap quan 1y dé nang cao chét lugng day hoc, chét luong mili
nhon, chét luong dai tra.

- Sinh hoat chuyén mén & t6 Vin va tham gia giang day mén Vin.

- Tham muu xdy dung ké hoach va bao cdo linh vuc duoc phén cdng phu trach
(dinh ky va dot xuét).

- Giai quyét nhiing cong viéc hogc thuc hién céc cong tic dot xult khac do
Hiéu trudng phan cong/uy quyén.

- Phai chju trach nhiém truéc phat luat vé nhitng sai pham (néu @& x4y ra) trong
linh vue, nhi€ém vy minh duge phan cdng hodc tham muu.

4. Ong Nguyén Vin He - Chi iy vién, kiém giso vu

- Chiu trach nhiém c6ng tac thi dua gido vién.

- Chiu trach nhi¢ém cdng tac khen thudéng toan trudng.

- Chiu trach nhiém cong tac kiém tra ndi bo trong nha truong,

- Chju trach nhig¢m cong tic tham muu cong tac ddnh gia chuén; danh gia cong
chirc, vién chire.

- Chiu trach nhi¢m vé& d6n dbc, theo ddi viée quan ly, khai thac, st dung, luu
trit hd so vién chirc

- Tham muu véi Hiéu trudng vé viée quan 1y cin tin, nha xe, thu quan, khu tép
thé gido vién.

- Chju trach nhiém céng tac Khuyén hoc.




- Chiju trach nhiém c6ng tac Binh ding gi6i.
- Chiu trach nhiém cong téc phong trao ctia gido vién.

- Chiu trach nhi¢m tham muu véi Hiéu trudng vé cOng tac ché do, quyén loi
CB-GV-NV.

- HS trg cong tac kiém dinh chét luong gido duc, cong téc trudng chudn Qubc
gia.

- Tham muu xay dung ké hoach va béo cdo linh vuc dugc phén cong phu trach
(dinh ky va dot xuat).

- Giai quyét nhiing cong viéc hodc thue hién céc cong tac dot xuét khac do
Hiéu trudng phan cong/uy quyen.

- Phai chiju trach nhiém trudc phét luat vé nhimg sai pham (néu dé xay ra) trong
linh vuc, nhiém vu minh dugc phan cong hodc tham muu.

5. Ong Lit Vin Trung - Chi iy vién, kiém gido vu

- Phu trach cong tac sang kién.

- Chiu trach nhiém tham muu véi Hidu trudng muu vé cong tac bdi dudng, dio
tao.

- Phén cbng truc trudng céc ngay L&, Tét... (BTPT chi dong tham muu phén
cong GVCN va HS truc).

- H trg cong tac Thi dua — Khen thudng.

- H3 trg cong tac danh gia chuin; danh gia cong chire, vién chiec.

- Tham muru xay dung k& hoach va béo céo linh vuc dugc phén cong phu trach
(dinh ky va dot xuat).

- Giai quyét nhitng cong viéc hoic thuc hién cic cong tic dot xudt khic do
Hiéu trudng phan cdng/uy quyén.

- Phai chiu trach nhiém tru6e phét luat vé nhiing sai pham (néu dé xay ra) trong
linh vuc, nhiém vy minh dugc phén cong hodc tham muru.

Van ban cé hiéu luc tir ngay ky.

Noi nhin:

- BGP S¢ GD&DT;

- Pang b x& Nghia Trung;
- Website Trudng;

- Luu: VT.




