PHONG GD&DPT TX QUANG YEN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THCS TRAN HUNG PAO Poc 1ap - Tw do - Hanh phuc
Sb: 119/QD-THCS THD Quang Yén, ngay 28 thang 8 nam 2022
QUYET PINH

Vé viéc phéan cong nhiém vu cho cin b, gido vién, nhan vién
Nam hoc 2022-2023

Can cr vao Thong tu s6 32/2020/TT-BGDDT ngay 15/9/2020 cia Bo Gido duc
va dao tao V/v Ban hanh Diéu 1¢ trudng trung hoc co s, trudng trung hoc phd thong
va trudng phd théng c6 nhiéu cap hoc;

Can ct Thong tu s6 28/2009/TT-BGDDT ngay 21/10/2009 ctia Bo truong Bo
Gido duc va Pao tao vé Ban hanh Quy dinh ché d6 1am viéc d6i véi gido vién phd
thong; Thong tu 15/2017/TT-BGDDT ngay 09/6/2017 ctiia Bo truong Bo Giao duc va
Pao tao vé stra doi, bo sung mot sb diéu cua Quy dinh ché d6 lam viéc dbi vai gido
vién phd thong ban hanh kém theo Théng tu sé 28/2009/TT-BGDDT ngay
21/10/2009 cua B truéng B6 Giao duc va Pao tao;

Can ctt Thong tu s6 08/2016/TT-BGDDT ngay 28/03/2016 ctia Bo truong B
Gi4o duc va Pao tao vé Quy dinh ché do giam gid day cho gido vién, giang vién lam
cong tac Cong doan khong chuyén trach trong cac co s¢ gido duc cong 1ap thude hé
thong gido duc quoc dan;

Can ctr nhiém vu nim hoc 2022 — 2023 va xét kha ning, yéu cau thuc hién nhiém
vu cua can b, gido vién, nhan vién trong nam hoc,

QUYET PINH:

Piéu 1. Phan cong nhiém vu cu thé cho ting can bo, gido vién, nhan vién thudc
truong THCS Tran Hung Pao nam hoc 2022 — 2023.

(Kem theo phu luc bang phdn cong nhiém vu cho CBGVNV).

Piéu 2. Can bd, g140 vién, nhan vién chirc can clr vao nhiém vu dugc phan cong,
xay dung ké hoach tir ddu nam hoc, c6 cac bién phap dé thuc hién t6t nhiém vy duoc
giao va bo sung hang thang, hang tuan theo nhiém vu chi dao clia cac cap.

Piéu 3. Quyét dinh c6 hiéu luc ké tur ngay ky. BGH nha truong, cac doan thé,
céc to chuyén mon, to vin phong va cac Ong/ba c6 tén tai diéu 1 thi hanh
Quyét dinh nay./.

Noi nhn: HIEU TRUONG
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D6 Khanh Nhung



PHAN CONG NHIEM VU CHO CB, GV, NV NAM HQC 2022-2023
(Kém theo Quyét dinh sé6 119/0D-THCS THD ngay 28/8/2022
ciia Hiéu trucng trwong THCS Tran Hung Pao)

I. Ban giam hi¢u nha truong:
1. Hi¢u truéng:

Piéu hanh chung moi hoat dong nha trudong.

Chi dao hoat dong t6 KHXH, t6 Vian phong, t6 chi nhiém.

Chu tich Hoi ddng truong, Hoi dong thi dua-khen thuong, Hoi dong ky luat
(néu co), Hoi ddng Tu danh gia kiém dinh chit luong, cac Hoi dong thi.

Chi dao cong tac UD CNTT, don ddc thuc hién céac phén mém: EPMIS, phﬁn
mém CSDL, Thi dua — Khen thudng, Bang dién tir, Trang Web, Tai chinh, Tai san.
Thudng truc hom thu trudng dé giai quyét cac van ban chi dao ctia PGD dén tir hop
thu Truong phong, Phé truéng phong, TCCB, CSVC, Vin phong, Ké hoach tong
hop.

Phu trach toan b0 nhan su trong nha truong, phan cong nhiém vu cho
CBGVNV.

Chi dao danh gia vién chuc, lao dong, danh gia chuan nghé nghiép, boi dudng
thuong xuyén.

Xay dung ké hoach nha truong thuc hién nhiém vu nam hoc 2022 — 2023 va td
chure trién khai thyc hién ké hoach hang thang.

Chi dao xay dung ké hoach giao duc nha truong nam hoc 2022 — 2023.

Chi dao Pho hiéu trudng, cac td chuyén mén, to van phong, cac doan thé, cac
bd phan khac c6 lién quan cu thé héa ting ndi dung bang ké hoach trén timg mat hoat
dong.

Phu trach cong tac kiém tra ndi bo, to chirc kiém tra, danh gid vi¢c thuc hién
ké hoach hang thang, cudi hoc ky, cudi nam hoc.

Bio cao thuong xuyén, dinh ky vé Phong GD&PT céc ndi dung theo dung lich
quy dinh.

Dé xuat voi cdp trén khen thudng cac tap thé, ca nhan hoan thanh xuit sic
nhiém vu dugc giao.

2. Phé Hiéu truwéng:

Chi dao hoat dong t6 chuyén mon KHTN

Tham muu cho Hiéu trudng xdy dung b sung ké hoach va cu thé hoa bang cac
ké hoach cu thé & cac linh vuec, hudng dan gido vién thyuc hién nghiép vu chuyén mon
xay dung va chi dao thuc hién ké hoach mon hoc va cac hoat dong giao duc trong nha
truong, phu trach phé cap, lao dong v¢ sinh, cong tac hoc sinh sinh vién, dam bao
ANTT, cong tac tu van, CNTT, PHTM, TV-TB.



T6ng hop ho so quan 1y chat lwong, chi dao xay dung Thoi khoa biéu day hoc,
tham muu t6 chire cac ky thi, kiém tra, danh gia GV va HS.

Phu trach huéng dan cong tac timg dung CNTT PHTM, chi dao don ddc thuc
hién cac phﬁn mém: Quan 1y truong hoc SMAS, Phé cap, Kiém dinh, BDTX, cac
phﬁn mém hd trg GV day hoc, phong truc tuyén, Tin hoc tré. Thuong truc hom thu
truong dé giai quyét cac van ban chi dao cia PGD dén tir hop thu Chuyén mén THCS,
Cong nghé thong tin, cac hom thu khac khi hiéu truong di vang Gy quyén, bao cdo
Hiéu truong xin y kién chi dao giai quyét néu qua tham quyén. Chi dao quén 1y, khai
thac hi¢u qua phong hoc thong minh

Tham muu cho Hiéu trudng xay dung bao cao tong két danh gid viéc thuc hién
ké hoach vao cudi nam hoc & céc linh vue duoc phan cong.

Tham muu cho Hiéu truéng xay dung bao céo thudng xuyén, dinh ky vé Phong
GD&DT cac ndi dung dugce phan cong theo dung lich quy dinh.

Tham muu cho Hiéu truéong dé xuit v6i cap trén khen thudng cac tip thé, ca
nhan hoan thanh xuét sic nhiém vu duoc giao.

Diéu hanh hoat déng khi HT di vang oy quyén. Hang ngay béo céo v6i Hiéu
truong nhimg van dé bat thudng xay ra, xin y kién chi dao giai quyét. Cudi thang bao
cdo Hi€u trudng vé két qua thuc hién cac cong viéc trén va du kién trién khai thang
ti cac ndi dung duoc phan cong. I1. T trudng cac té chuyén mon, T6 vian phong:

Piéu hanh hoat dong ciia to theo trach nhiém, quyén han quy dinh va theo chi
dao ctia nha truong.

Cian ¢t vao ké hoach cta nha truong, xay dung ké hoach hoat dong cua td va
huéng dan gido vién xay dung ké hoach c4 nhan trong nam hoc.

Linh héi sy chi dao cia Ban gidam hiéu nha truong dé chi dao dén timg gido
vién, nhan vién thuc hién.

Cung Ban giam hiéu nha trudng t6 chirc kiém tra, danh gia viéc thuc hién ké
hoach ctia cac c nhan trong to.

Hang thang bao c4o véi Ban giam hiéu nha truong két qua thuc hién ké hoach.

I11. Gio vién:

Xay dung ké hoach mon hoc, cac hoat dong giao duc, cac ké hoach c4 nhan
trén linh vuc dugc phan cong.

Thuc hién nghiém tac giang day theo ding chuong trinh da dugc phé duyét va
cac nhiém vu khéc theo phan cong ciia Ban giam hiéu nha truong, t6 chuyén mon.

C6 trach nhiém nang cao chat luong giang day bd mén, thuc hién boi dudng
hoc sinh gié1, phu dao hoc sinh yéu, boi dudng dai tra b0 mon minh phu trach dé nang
cao nang luc cho hoc sinh.

C6 trach nhiém xay dung nén nép, ¥ thirc hoc tap, nang cao pham chét cho hoc
sinh thong qua gio day chinh khoa, cac hoat dong gido duc.



Bao cdo hang thang cac ndi dung dugc phan cong theo quy dinh ctia nha
truong, t6 chuyén mon.

IV. Nhén vién:

Xay dung ké hoach c4 nhan thuc hién ding chirc trach nhi¢m vu trén linh vuc
dugc phan cong.

Thuc hién nghiém tuc cac nhi€ém vu theo chi dao, phan cong cua Ban gidm hi¢u
nha trudng, to van phong.

Bao cdo hang thang cac ndi dung dugc phan cong theo quy dinh ctia nha
truong, tO van phong.

( Kém theo phu luc phén céng nhiém vu cu thé cho tieng CBGV,NV)




