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Vé viéc phan cong nhiém vu cho can bd, gido vién, nhan vién,
Nam hoc 2021-2022

HIEU TRUONG TRUONG TIEU HQC XA THANH CHAN

~ Can cir Khoan 1, Piéu 11 Diéu 1¢ truong tiéu hoc ban hanh kém theo Théng tw
s6 28/2020/TT- BGDDT ngay 04 thang 9 nam 2020 cua B truong Bo Gido duc va
Dao tao; quy dinh trach nhiém va quyén han cua Hiéu truong truong tiéu hoc;
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cdac don vi sy nghiép truc thuoc Nganh Giao duc & Dao tao huyén Dién Bién nam

hoc 2021-2022;

Céng van s6: 929/PGDPT ~GDTH ngay 27 thang 8 nam 2021 cua Phong Gido
duc va Dao tao huyén Dién Bién vé viéc huong dan thuc hién nhiém vu gido duc tiéu
hoc nam hoc 2021-2022;

Thue hién nhiém vu nam hoc 2021-2022 cua truong tiéu hoc xa Thanh Chan
huyén Dién Bién,

Xét dé nghi ciia Ban gidm hiéu,
QUYET PINH:
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(c6 danh sach kem theo)
Picu 2. Cac thanh vién trong hoi dong nha truong ¢6 trach nhiém thyuc hién
cac nhi¢m vu do Hi¢u truong phan cong va thuc hién t6t nhiém vu nam hoc 2021-
2022.
Piéu 3. Quyét dinh nay co hiéu luc ké tir ngay ki; cac thanh vién co tén
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PHAN CONG NHIEM VU, QUYEN HAN VA THUC HIEN CAC CONG VIEC
CU THE CUA CAC CAN BO, GIAO VIEN, NHAN VIEN
TRUONG TIEU HOC XA THANH CHAN NAM HOC 2021-2022
(Kém theo Quyét dinh sé: 70/0P-TrTH ngay 30 thang 8 ndm 2021)

I. T6 chuyén mén khdi 1:
1. Ba: Vii Thi Trung Thu - Bi thw chi by - Hi¢u trwéng

Lanh dao, diéu hanh moi hoat dong cua nha truong va thuc hién nhiém vu
quyén han theo quy dinh tai Muc d, Khoan 1, Piéu 11 Thong tu s6 28/2020/TT-
BGDDT ban hanh Diéu 1é truong Tiéu hoc; Xay dung chién luoc va ké hoach phat
trién nha truong; 1ap ké hoach va t6 chuc thuc hién ké hoach day hoc, giao duc;
bao cao, danh gia két qua thyce hién trude Hoi dong truong va cac cap c6 tham
quyén. Thanh 1ap cac to chuyén moén, to van phong va cac hoi dong thi dua khen
thuong; hoi dong ki luat, hoi dong tu van trong nha truong; b6 nhiém to trudng, t6
pho; ctr gido vién lam Tong phu trach Poi Thiéu nién Tién phong H6 Chi Minh.

Thuyc hién cac nhiém vu quan 1y cdn bd, gido vién, nhan vién theo quy dinh
ctia phap luat va huéng din cta co quan quan 1y gido duc; xay dung ké hoach phat
trién niang luc nghé nghiép cho gido vién, nhan vién; dong vién va tao diéu kién
cho gido vién va nhan vién tham gia cac hoat dong d6i méi giao duc; thuc hién
danh gia, Xep loai giao vién, nhan vién theo quy dinh cua B6 Gido duc va Dao tao;
tham gia qua trinh tuyen dung, thuyén chuyen sap xép gido vién; to chirc cac budc
gidi thiéu nhan sy dé nghi cip c6 thim quyén bo nhiém pho hiéu trudng.

Quan 1y, tiép nhan hoc sinh, cho phép hoc sinh chuyén truong; quyét dinh ki
luat, khen thudng hoc sinh; phé duyét két qua danh gia hoc sinh, danh sach hoc
sinh 1én 16p, luu ban; to chirc kiém tra cong nhan viéc hoan thanh chuong trinh
tiéu hoc cho hoc sinh trong nha truong va cac dbi twong khéac trén dia ban trudng
phu trach.

T6 chuc trién khai thuc hién chuong trinh gido duc phé thong cép tiéu hoc
theo quy dinh ctia BO Gido duc va Dao tao; sach giao khoa, ndi dung gido duc cua
dia phuong theo quyét dinh ctia Uy ban nhan déan cap tinh. Thyc hién quan 1y, sir
dung va lia chon cac xuit ban pham tham khao st dung trong nha truong theo quy
dinh cua Bo Gido duc va Dao tao.

Tham gia sinh hoat cung to chuyén mon; tu hoc, tu boi dudng dé nang cao
nang lyc chuyén mon nghiép vu, ning luc quan 1y. Dy céc 16p bdi dudng vé chinh
tri, chuyén mén, nghiép vu quan ly; tham gia giang day theo quy dinh vé dinh murc
tiét day ddi v6i hiéu trudng.

Quan ly hanh chinh; quan 1y va tu chil trong viéc st dung cac ngudn tai
chinh, tai san ctia nha truong theo quy dinh.

Tb chirc thuc hién quy ché dan chu & co s&; thuc hién x3 hoi hoa giao duc,
phoi hop t6 chirc, huy dong cac luc luong xa hdi cung tham gia hoat dong gido
duc, phat huy vai trd cia nha truong doi voi cong dong xa hdi. Xay dung méi
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truong hoc duong an toan, lanh manh, than thi¢n, phong, chéng bao luc hoc duong
theo quy dinh ctua Phap luat.

Puoc huong ché do phu cép déi‘ voi nha gido va cac chinh sach uwu dai theo
quy dinh.Tham gia gidng day 2 tiét/ tuan: Mon THXH lop 3AL.

2. Ba: Nguyén Thi Qué-Giao vién-Té truwéng-Chii tich cong doan

Giao vién chu nhiém 16p 1A1, phu trach va quan 1y 34 hoc sinh. C0 trach
nhiém xay dung k& hoach cong tac chu nhi€ém. Phoi hop véi déi TNTPHCM, gia
dinh hoc sinh va céc t6 churc xa hdi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 19 tiét/tudn cac mon: Toan, Tiéng viét, HDTN 16p 1A1.
Co trach nhiém 1én ké hoach day hoc, soan bai, 1&€n 16p, kiém tra, danh gia xép loai
hoc sinh; Xay dung va thuc hién ké hoach bdi dudng HS gioi va phu dao HS chua
dat chuan kién thurc, ky nang, quan 1y hoc sinh trong cac hoat dong gido duc do
nha trudng to chirc.

Xay dung ké hoach hoat dong chung cua to theo tuan, thang, nim hoc nham thuc
hién chuong trinh. Tham gia danh gid xép loai gido vién theo quy dinh Chuan nghe
nghi¢p gido vién ti€u hoc. Tham gia sinh hoat chuyén mén va cac hoat dong day du.

Thuc hién nhiém vu khac do Hiéu truong, Pho hiéu truong phan cong. Két hop
v6i d/c Nguyén Thi Phugng diéu tra pho cap doi 10.

3. Ba: Pham Thi Tuyét Nhung - Gido vién.

Gi4o vién chu nhiém 16p 1A2, phu trach va quan ly 33 hoc sinh. Co trach
nhiém xay dung ké hoach cong tac chui nhiém. Phoi hop véi doi TNTPHCM, gia
dinh hoc sinh va cac t6 churc xa hoi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 21 tiét/tuan cac moén: Toan, Tiéng viét, HDTN 1ép 1A2. C6
trach nhiém 1én ké hoach day hoc, soan bai, Ién lop, kiém tra, danh gia xép loai hoc
sinh; Xay dung va thuc hién ké hoach boi dudng HS gidi va phu dao HS chua dat
chuén kién thirc, ky nang, quan 1y hoc sinh trong cac hoat dong gido duc do nha trudong
t6 chtrc. Tham gia sinh hoat chuyén mén va cac hoat dong day du.

Thyc hién nhiém vy khac do Hi¢u trudng, Pho hi€u trudng phan cong. Phu
trach diéu tra pho cap doi 6.

4. Ba: Pham Thi Hai - Gio vién.

Gido vién chu nhiém 16p 1A3, phu trach va quan 1y 33 hoc sinh. Coé trach
nhiém x4y dung ké hoach cong tac chi nhiém. Phdi hop voi d6i TNTPHCM, gia
dinh hoc sinh va céc t6 churc xa hdi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 21 tiét/tudn cac mon: Toan, Tiéng viét, HDTN 16p 1A3. C6
trach nhiém 1én ké hoach day hoc, soan bai, 1én 16p, kiém tra, danh gia xép loai hoc
sinh; Xay dung ké hoach boi dudng HS gioéi va phu dao HS chua dat chuén kién thue,
k¥ nang, quan 1y hoc sinh trong cac hoat dong giao duc do nha truong to chirc. Tham
gia sinh hoat chuyén mon va cac hoat dong day d.



Thuc hién nhi€ém vu khéac do Hi¢u truong, Pho hi€u truong phan cong. Phy trach
di€u tra pho cap doi 4.

5. Ba: Pinh Thi Thity-Giso vién Thé duc:

Tham gia giang day 24 tiét/tudn mon Thé duc tir khéi 2 dén khéi 5. Co trach
nhiém 1én ké hoach day hoc, soan bai, 1én 16p, kiém tra, danh giad xép loai hoc
sinh; X4y dung va thuc hién ké hoach bdi dudng HS ning khiéu Thé thao, quan 1y
hoc sinh trong cac hoat dong gido duc do nha trudng t6 chirc. Tham gia sinh hoat
chuyén mon va cac hoat dong day du.

Thyc hién nhi€ém vu khac do Hi¢u truong, Phé hi€u trudng phan cong. Két hop
voi d/c Lo Thi Hanh diéu tra pho cép doi 14. Thudc bién che t6 khoi 1.

II. To chuyén mén khoi 2
1. Ba: Lé Thi Diém Hang - Phé Hiéu truéng, CT hdi dong truong.

Thuc hién nhiém vu quyén han theo quy dinh tai Muc d, Khoan 2, Piéu 11
Thong tu s6 28/2020/TT-BGDDT ban hanh Diéu 1¢ truong Tiéu hoc, chiu trach
nhiém diéu hanh céng viéc do hiéu trudong phan cong; diéu hanh hoat dong cia
nha truong khi duoc hiéu trudng Gy quyén.

Gitp Hiéu truong chi dao cac linh vuc: Cong tac chuyén mén; Cong tac boi
dudng doi ngili; Cac cude thi cta gido vién va hoc sinh; Kiém dinh chét luong gido
duc; Kiém tra va khao thi chat luvong gido duc; cong tic PCGDTH -XMC; Cong
tac théng ké; phu trach cong tac lao dong, cac hoat dong phong trao; Cong tac doi.
Xtr 1y thong tin trén HO so cong viée; phu trach trang Website ciia nha trudng.
Tham gia, thuc hién cac cong viéc khac cua nha truong theo quyét dinh ctia Hiéu
truong. Tham gia giang day 4 tiét/tuan (TNXH 16p 3A2, 3A3).

2. Ba: Lo Thi Hanh - To6 truémg

Gido vién chu nhi€ém 16p 2A1, phu trach va quan 1y 27 hoc sinh. Co6 trach
nhiém xay dung ké hoach cong tac chi nhiém. Phéi hop véi d6i TNTPHCM, gia
dinh hoc sinh va céc to chirc x4 hoi lién quan dén to chirc hoat dong gido duc.

Tham gia giang day 20 tiét/tudn cac mon: Toan, Tiéng viét, HDTN 16p 2A1.
Co trach nhiém 18n ké hoach day hoc, soan bai, 1én 16p, kiém tra, danh gia xép loai
hoc sinh; Xay dung va thyuc hién ké hoach boi dudng HS gi6i va phu dao HS chua
dat chuan kién thirc, k¥ ning, quan 1y hoc sinh trong cic hoat dong gido duc do
nha trudng to chirc.

Xay dung ké hoach hoat dong chung cia t6 theo tudn, thang, nim hoc nham
thuc hién chuong trinh. Tham gia danh gia xép loai gido vién theo quy dinh Chuan
nghé nghiép gido vién tiéu hoc. Tham gia sinh hoat chuyén mén va cac hoat dong
day du.

Thyc hién nhiém vu khac do Hiéu truong, Phé hiéu truong phan cong. Két hop
v6i d/c Pinh Thi Thuy diéu tra phd cap doi 14.

3. Ba: Lwong Thi Chuyén - Giao vién



Gido vién chu nhiém 16p 2A2, phu trach va quan 1y 26 hoc sinh. Co6 trach
nhiém xay dung ké hoach cong tac chi nhi€ém. Phoi hop véi1 doi TNTPHCM, gia
dinh hoc sinh va céc to6 churc xa hdi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 20 tiét/tudn cac mon: Toan, Tiéng viét, HDTN 1op 2A2.
Co trach nhiém 1én ké hoach day hoc, soan bai, Ién 16p, kiém tra, danh gia Xép loai
hoc sinh; Xay dung va thuc hién ké hoach bdi dudng HS gioi va phu dao HS chua
dat chuan kién thire, k¥ ning, quan 1y hoc sinh trong cac hoat dong gido duc do
nha trudng to chirc. Tham gia sinh hoat chuyén mon va cac hoat dong day du.

Thuc hién nhiém vu khac do Hi€u truéng, Pho hi¢u truong phan cong. Két
hop cung d/c Nguyén Thi Chién diéu tra pho cap doi 7.
4. Ba: Quang Thi Khién - Gi4o vién
Gi4o vién chu nhiém 16p 2A3, phu trach va quan ly 27 hoc sinh. Co trach

nhiém xay dung ké hoach cong tac chii nhiém. Phéi hop véi doi TNTPHCM, gia
dinh hoc sinh va cac t6 churc xa hoi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 20 tiét/tuan cac mon: Toan, Tiéng viét, HDTN 16p 2A3.
Co trach nhiém 1én ké hoach day hoc, soan bai, 1&€n 16p, kiém tra, danh gia xép loai
hoc sinh; Xay dung va thuc hién ké hoach bdi dudng HS gioi va phu dao HS chua
dat chuan kién thuc, ky nang, quan 1y hoc sinh trong cac hoat dong gido duc do
nha trudng to chirc. Tham gia sinh hoat chuyén mon va cac hoat dong day du.

Thuce hién nhiém vu khac do Hi€u truong, Pho hi¢u trudng phan cong. Phéi hop
v6i d/c Binh Thi Poan diéu tra pho cap doi 18.

5. Ba: Pham Thi Dung- day chuyén cac mon van héa

Tham gia giang day 21 tiét/tuan chuyén khéi 1-5 va day cho céc to trudng.
C0 trach nhiém 1én ké hoach day hoc, soan bai, 1én 16p, kiém tra, danh gia xép loai
hoc sinh; Xay dung va thuc hién ké hoach b6i dudng HS nang khiéu va phu dao
HS chua dat chuan kién thirc, k§¥ ndng, quan 1y hoc sinh trong cac hoat dong gido
duc do nha truong t6 chuec.

Tham gia sinh hoat chuyén mén va cac hoat dong day du.

Thyc hién nhiém vy khac do Hi¢u trudng, Pho hi€u truéong phan cong. Phu
trach diéu tra pho cap doi 5.

6. Ba Nguyén Thi Ha- Gido vién day Am nhac

Tham gia giang day 24 tiét/tusn mén Am nhac tir khéi 1-5 va thé duc khéi 1,
bao duc khoi 2. Co trach nhi¢m 1€n k€ hoach day hoc, soan bai, 1én 16p, ki€ém tra,
danh gia x&p loai hoc sinh; Xay dung va thuc hién ké hoach bdi dudng HS néing
khiéu va phu dao HS chua dat chuan kién thirc, k¥ nang, quan 1y hoc sinh trong
cac hoat dong gido duc do nha truong t6 chuec.

Tham gia sinh hoat chuyén mén va cac hoat dong day du.

Thuyc hién nhi€ém vu khac do Hi¢u truong, Phé hiéu truéng phan cong. Két hop
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v6i ddng chi Pham Thi Cbi diéu tra phd cap doi 9.
I11. Té chuyén mén khdi 3:
1. Ba: Lé Thi Duyén - To truéng

Gido vién chu nhiém 16p 3Al, phu trach va quan ly 31 hoc sinh. C6 trach
nhi¢m x4y dung ké hoach cong tdc chu nhiém. Phoi hop véi do1 TNTPHCM, gia
dinh hoc sinh va cac t6 chure xa hoi 1ién quan dén t6 chirc hoat dong giao duc.

Tham gia giang day 20 tiét/tuan cdc mon: Toan, Tiéng viét, Am nhac, SHL
16p 3A1. C6 trach nhiém 1én ké hoach day hoc, soan bai, 1én 16p, kiém tra, danh
gia xép loai hoc sinh; Xay dung va thuc hién ké hoach bdi dudng HS gidi va phu
dao HS chua dat chuan kién thirc, k¥ ning. Quén 1y hoc sinh trong cac hoat dong
gido duc do nha trudng to chirc.

Xay dung ké hoach hoat dong chung cia t6 theo tudn, thang, nim hoc nham
thuc hién chuong trinh. Tham gia danh gia xép loai gido vién theo quy dinh Chuan
nghé nghiép gido vién tiéu hoc. Tham gia sinh hoat chuyén mén va cac hoat dong
day du.

Thuc hién nhiém vu khac do Hi¢u truong, Pho hi€u truéng phan cong. Phu
trach diéu tra phd cap doi 19.

2. Ba: Lo Thi Xién - Gido vién
Gi4o vién chu nhiém 16p 3A2, phu trach va quan ly 30 hoc sinh. Co trach

nhiém x4y dung ké hoach cong tic chi nhiém. Phéi hop véi doi TNTPHCM, gia
dinh hoc sinh va cac t6 chirc xa hoi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 20 tiét/tudn cdc mon: Toan, Tiéng viét, Am nhac, SHL
16p 3A2. C6 trach nhiém Ién ké hoach day hoc, soan bai, 1&€n 16p, ki€m tra, ddnh
gid x&p loai hoc sinh; Xay dung va thuc hién ké hoach boi dudng HS gioi va phu
dao HS chua dat chuan kién thuc, k¥ nang; quan 1y hoc sinh trong cac hoat dong
gido duc do nha truong to chirc. Tham gia sinh hoat chuyén mon va cac hoat dong
day du.

Thyc hién nhi€ém vu khéc do Hi¢u truéng, Phéd hi¢u truéng phan cong. Phu
trach diéu tra pho cap doi 17.

3. Ong: Tong Vin Diing - Giéo vién

Gi4o vién chd nhiém 16p 3A3, phu trach va quan 1y 34 hoc sinh. Cé trach

nhiém xay dung ké hoach cong tac chii nhiém. Phdi hop voi doi TNTPHCM, gia
dinh hoc sinh va cac t6 chire xa hoi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 20 tiét/tuan cac mon: Toan, Tiéng viét, Am nhac, SHL 16p
3A3. C6 trach nhiém 1én ké hoach day hoc, soan bai, 1én 16p, kiém tra, danh gia xép
loai hoc sinh; Xy dung va thuc hién ké hoach bdi dudng HS gioi va phu dao HS
chua dat chuan kién thic, ky nang; quan 1y hoc sinh trong cac hoat dong giao duc do
nha trudng t6 chirc. Tham gia sinh hoat chuyén mén va cac hoat dong day du.
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Thyc hién nhi€ém vu khac do Hi¢u truong, Phéd hi€u trudng phan cong. Phu
trach di€u tra pho cap doi 2.

4. Ba: Nguyén Thi Phuong - Gido vién Mi thuit

Tham gia giang day 24 tiét/tudn bao gdm: My thuat khoi 1-5; Dao dirc khéi 1,
4,, 5. Co6 trach nhiém 1én ké hoach day hoc, soan béli,‘lén 16p, ki€ém tra, danh gia
x€p loai hoc sinh; Xay dung va thuc hién ké hoach boi dudng HS gioi va va HS
nang khiéu mon mi thuat, phu dao HS chua dat chuéq kién thuc, k¥ nang, quan ly
hoc sinh trong cac hoat dong giao duc do nha trudong t6 chirc.

Tham gia sinh hoat chuyén mén va cac hoat dong day du.

Thyc hién nhiém vy khéc do Hiéu truong, Pho hiéu truéng phan cong. Két hop
v6i d/c Nguyen Thi Qué di€u tra pho cap doi 10.

5. Ba: Pham Thi Céi - Giao vién Ngoai ngir

Tham gia giang day 24 tiét/tudn mon: Ngoai ngit khéi 1,2 chwong trinh ty
chon, khoi 3 chuong trinh bat budc. C6 trach nhi€ém 1én ké hoach day hoc, soan
bai, Ién 16p, ki€ém tra, danh gid x&p loai hoc sinh; Xay dung va thuc hién ké hoach
boi dudng HS gioi va phu dao HS chua dat chuan kién thire, k¥ ning, quan 1y hoc
sinh trong cac hoat dong gido duc do nha truong t6 chirc.

Tham gia sinh hoat chuyén mén va cac hoat dong day du.
Thuc hie_::n nhiém vu }(héc do Hiéu truong, Pho hi¢u trudng phan cong. Két hop
vai d/c Nguyen Thi Ha diéu tra pho cap doi 9.
I11. T6 chuyén mén khdi 4:
1. Ba: Vii Thi Thu Hang - T6 truéng.
Gido vién chu nhiém 16p 4A2, phu trach va quan ly 27 hoc sinh. Co6 trach

nhiém xay dung ké hoach cong tac chu nhié¢m. Phéi hop vo1 do1 TNTPHCM, gia
dinh hoc sinh va céc t6 chirc x4 hdi lién quan dén t6 churc hoat dong gido duc.

Tham gia giang day 22 tiét/tudn cac mon: Toan, Tiéng Viét, Khoa hoc, LS&DL,
Am nhac, SHL l6p 4A2. Co6 trach nhiém lén ké hoach day hoc, soan bai, 1én 16p,
kiém tra, danh gia xép loai hoc sinh; Xay dung va thuc hién ké hoach boi dudng HS
giéi va phu dao HS chua dat chuan kién thire, k§ ning, quan 1y hoc sinh trong cac
hoat dong gido duc do nha truong to chirc.

Xay dung ké hoach hoat dong chung cua td theo tuén, thang, nam hoc nham
thuc hién chuong trinh. Tham gia danh gia xép loai gido vién theo quy dinh Chuan
nghé nghiép gido vién tiéu hoc. Tham gia sinh hoat chuyén mon va cac hoat dong
day du.

Thyc hién nhiém vu khéc do Hi¢u trudng, Phé hi¢u trudng phan cong. Phu trach
di€u tra pho cap doi 15.

2. Ba: Nguyén Thi Hong - Giéo vién.
Gido vién chu nhiém 16p 4A1l, phu trach va quan ly 28 hoc sinh. Co6 trach

7



nhiém x4y dung ké hoach cong tac cht nhiém. Phdi hop voéi d6i TNTPHCM, gia
dinh hoc sinh va cac t6 churc xa hoi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 21 tiét/tuan cdc mén: Toan, Tiéng Viét, Khoa hoc, LS&PL,
SHL 16p 4A1. Co trach nhiém I1én ké hoach day hoc, soan bai, 1én 16p, kiém tra, danh
gia xép loai hoc sinh. Xay dung va thyc hién ké hoach bdi dudng HS gidi va phu dao
HS chua dat chuan kién thirc, k§ ning, quan 1y hoc sinh trong cac hoat dong gido duc
do nha trudong t6 chirc. Tham gia sinh hoat chuyén mén va cac hoat dong day du.

Thyc hién nhiém vu khac do Hi¢u trudng, Pho hi¢u truong phan cong. Phu trach
di€u tra pho cap doi 11.

3. Ba: Nguyén Thi Tam - Gido vién

Gido vién chu nhiém 16p 4A3, phu trach va quan 1y 26 hoc sinh. Co6 trach
nhiém xay dung ké hoach cong tac chi nhiém. Phéi hop véi d6i TNTPHCM, gia
dinh hoc sinh va céc to chtrc x3 hoi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 21 tiét/tudn cac mon: Toan, Tiéng Viét, Khoa hoc, LS&DL,
SHL 16p 4A3. C6 trach nhiém 1én ké hoach day hoc, soan bai, 1én 16p, kiém tra, danh
gia xép loai hoc sinh; Xay dung va thuc hién ké hoach boi dudng HS gioi va phu dao
HS chua dat chuan kién thire, k¥ ning, quan 1y hoc sinh trong cac hoat dong gido duc
do nha truong t6 chirc. Tham gia sinh hoat chuyén mon va cac hoat dong day du.

Thyc hién nhiém vu khac do Hi¢u trudng, Pho hi¢u trudng phan cong. Két hop
v6i d/c Tong Van Diing di€u tra pho cap doi 2.

4. Ba: Pinh Thi Poan - Tong phu trach Péi TNTPHCM-Thu ki hoi dong
nha truong

Téng phu trach P01 ¢6 nhiém vu xay dung ké hoach, to churc, quan ly cac
hoat dong cua Doi Thi€u nién va Sao Nhi dong & nha truong. To chire, quan 1y
hoat dong gido duc ngoai gid Ién 16p. T6 churc cac cudc thi giao Iuu gitra cac tap
thé 16p theo chu dé.

Thyc hién nhiém vy khac do Hiéu truéng, Pho hiéu truong phan cong. Két hop
voi d/c Quang Thi Khién diéu tra pho cap doi 18. Thu ki hdi dong nha truong

5. Ba Nguyén Thi Chién-Gio vién Ngoai ngir

Tham gia giang day 24 tiét/tuAn mon: Ngoai ngit khéi 4,5 chuong trinh bat
budc. Co trach nhi¢ém 1€n ké hoach day hoc, soan bai, 1é€n 16p, ki€m tra, danh gia
xép loai hoc sinh; Xay dung va thuc hién ké hoach boi dudng HS gioi va phu dao
HS chua dat chuan kién thtrc, k¥ nang, quan 1y hoc sinh trong cac hoat dong gido
duc do nha truong t6 chuec.

Tham gia sinh hoat chuyén mén va cac hoat dong day du; thu ki hoi dong nha
truong.

Thyc hi¢n nhiém vu khac do Hi¢u truong, Pho hi¢u truong phan cong. Két
hop véi d/c Luong Thi Chuyén diéu tra pho cap doi 7.
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V. T6 chuyén mén khéi 5:
1. Ba: Lo Thi Thanh Huyén - T6 truéng

Giao vién chu nhiém 16p 5A1, phu trach va quan 1y 27 hoc sinh. CO trach
nhiém xay dung ké hoach t6 khdi chuyén mon td 4+5; cong tac chua nhiém. Phéi
hop voi d6i TNTPHCM, gia dinh hoc sinh va cac to chtrc x4 hi lién quan dén to
chtrc hoat dong gido duc.

Tham gia giang day 21 tiét/tuan cdc mon: Toan, Tiéng Viét, LS&PL, Khoa
hoc, SHL 16p 5A1. C6 trach nhi¢m 1én ké hoach day hoc, soan bai, Ién 16p, kiém
tra, danh gia xép loai hoc sinh; Xay dung va thuc hién ké hoach bdi dudng HS gidi
va phu dao HS chua dat chuén kién thuc, ky nang, quan ly hoc sinh trong cac hoat
dong giao duc do nha trudng to chc.

Xay dung ké hoach hoat dong chung cua td theo tun, thang, nam hoc nham
thuc hién chuong trinh. Tham gia danh gia xép loai gido vién theo quy dinh Chuan
nghé nghiép gido vién tiéu hoc. Tham gia sinh hoat chuyén mon va cac hoat dong
day du.

Thuce hién nhi¢m vu khac do Hi€u truong, Pho hi¢u trudng phan cong. Phéi hop
v6i d/c Quang Thi Thuy diéu tra phd cap doi 12.

2. Ba: Dao Thi Thu Thuy - Giao vién.

Gido vién chu nhiém 16p 5A2, phu trach va quéan ly 27 hoc sinh. Cé trach
nhiém xdy duyng ké hoach cong tac chui nhi¢m. Phoi hop vo1 dgi TNTPHCM, gia
dinh hoc sinh va cac t6 churc xa hoi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 21 tiét/tuan cac mon: Toan, Tiéng Viét, Khoa hoc,
LS&DPL, SHL 16p 5A2. C6 trach nhiém l1én ké hoach day hoc, soan bai, 1én 16p, kiém
tra, danh gia xép loai hoc sinh. Xay dyung va thyc hién ké hoach bdi dudng HS gidi va
phu dao HS chua dat chuan kién thuc, k¥ ning, quan 1y hoc sinh trong cac hoat dong
gido duc do nha truong to chirc. Tham gia sinh hoat chuyén mén va cac hoat dong
day du.

Thyc hi¢n nhiém vy khac do Hi€u trudng, Phé hi¢u truong phan cong. Phu
trach diéu tra phd cap doi 3.

3. Ba: Quang Thi Thuy - Gio vién.

Gido vién chu nhiém 16p 5A3, phu trach va quan 1y 26 hoc sinh. Co6 trach
nhiém xdy dung ké hoach cong tac chui nhi¢m. Phoi hop voi dgi TNTPHCM, gia
dinh hoc sinh va cac t6 churc xa hoi lién quan dén t6 chirc hoat dong gido duc.

Tham gia giang day 21 tiét/tuan cac mén: Toan, Tiéng Viét, Khoa hoc, LS&PL,
SHL 16p 5A2. C6 trach nhiém lén ké hoach day hoc, soan bai, 1én 16p, kiém tra, danh
gid xép loai hoc sinh. Xay dung va thuc hién ké hoach bdi dudng HS giodi va phu dao
HS chua dat chuan kién thirc, k¥ ning, quan 1y hoc sinh trong cac hoat dong gido duc
do nha trudng t6 chirc. Tham gia sinh hoat chuyén mén va cac hoat dong day du.

Thyc hién nhi¢ém vy khac do Hi¢u trudng, Phé hi€u truéng phan cong. Két hop
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v6i d/c Lo Thi Thanh Huyén diéu tra pho cap doi 12.

4. Ong P3 Thai Linh - Gido vién Tin hoc

Tham gia giang day 24 tiét/tudn mén: mon Tin hoc tir khéi 1 dén khéi 5. C6
trach nhiém 1én ké hoach day hoc, soan bai, 1é€n 16p, kiém tra, danh gia xép loai
hoc sinh; quan 1y hoc sinh trong cac hoat dong gido duc do nha truong t6 churec.

Tham gia sinh hoat chuyén mon va cac hoat dong dﬁy du. Thuc hién nhiém vu
khéc do Hiéu truong, Pho hi¢u trudng phan cong. Phu trach diéu tra phd cap doi 1.
HO trg k¥ thuat cho cac gido vién chu nhiém trong viéc to chitc thi TNTV, toan
trén Internet, Olimpic Tiéng Anh, phu trach k¥ thuat trang Website cua nha
truong.

5. Ba Nguyén Thi Hién - Nhan vién thu vién, thiét bi - Viin thu

Nhan vién phu trach thu vién + thiét bi c6 trach nhiém theo doi, cap nhat
thuong xuyén s6 muon, tra thiét bi, d6 dung, SGK, sidch tham khao...trong nha
truong. Co trach nhiém sap x€p thu vién ngan nap, khoa hoc va yéu cau moi nguoi
thuc hién theo ndi1 quy thu vién. Kiém nhiém cong tac van thu

Thyc hién nhiém vu khac do Hi€u truong, Pho hi¢u truong phan cong.

VI. T6 vin phong:

1. Ba: Cong Thi Vi - Ké toan - T trudng to vin phong

C6 trach nhiém theo ddi, quan 1y cong tac thu chi cic ngudn quy, ngudn ngan
sadch nha nudc trong nha truong. Luu gilr cac chung tir thu chi dung nguyén tac tai
chinh. Quan ly, theo doi tdng, gidm tai san trong nam va co trach nhiém theo doi qua
trinh khau hao, thanh 1y tai san theo quy dinh cua nha nudc; Lam cac ché d§ cho GV,
HS thudc dién chinh sach va Nghi dinh 86+42/CT.

Thyc hién nhiém vu khac do Hiéu trudng, Pho hi¢u truéng phan cong.

2. Ba: Quang Thi Thanh Hao - Nhan vién phuc vu - Tha quy

C6 trach nhiém theo ddi, quan 1y cong tac thu chi cac ngudn quy, ngudn ngan
sach nha nudc trong nha truong. Luu gilr cac chiing tir thu chi ding nguyén tac tai
chinh. Quan 1y, theo doi tang, gidm tai san trong nam. Lam cong tac phuc vu va
quan ly cac phong hanh chinh trong nha truong.

Thyc hién nhi€ém vu khac do Hi¢u truong, Pho hi¢u truong phan cong.

3. Ong: Tong Vin Hung - Nhan vién béo vé

Co trach nhiém theo doi, quan ly, bao v¢ tai san trong nha truong. Co trach
nhiém truc 24/24 gid, bao v€, cham soc, cat tia bon hoa cay canh trong nha truong,
cung cap nudc uong, trong xe cho hoc sinh.

Thyc hién nhi€ém vu khac do Hiéu trudng, Pho hiéu truéng phan cong.
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