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QUYET PINH

V/v Phan cong nhiém vu nam hoc 2024 - 2025

HIEU TRUONG TRUONG THCS HIEP HOA

Can cir Théng tw S6: 32/12020/TT-BGDPT ngay 15/9/2020 ciia Bé Gido duc
va dao tao ban hanh Piéu 1¢ truong THCS, truong THPT va truong phé thong c6
nhiéu cdp hoc;

Can cit vao théng tw s6 15/2017/TT-BGD&BT ngay 26/6/2017 sira déi Quy
dinh ché dg lam viéc déi véi gido vién phd théng ban hanh kém theo theo théng tw
28/2009/TT-BGDDBT ngay 21/10/2009;

Can cit vao tinh hinh thuc té dgi ngii bién ché cua trieong THCS Hiép Hoa
Va kha nang cong tac cia CB, GV, NV nam hoc 2024-2025.

QUYET PINH:

Piéu 1. Thuc hién phan cong nhiém vu cho can bd, gido vién, nhan vién
trong Hoi dong su pham truong THCS Hiép Hoa nam hoc 2024-2025

(c6 danh sdch phén cong cu thé kém theo).

Piéu 2. Can bo, gido vién, nhan vién trong hdi déng su pham cin ctr vao
nhiém vu cu thé dugc phan cong co trach nhi¢ém xay dung ké hoach hoat dong va
thue hién ké hoach cho phu hop véi cong viée duogc giao.

Piéu 3. Cac dng (bd ) can bd quan Iy nha trudng, t6 chuyén mén, cac to
chtrc chinh tri, doan thé trong trudng va cac dong chi c6 tén tai Piéu 1 chiu trach
nhiém thi hanh quyét dinh nay.

Quyét dinh c6 hiéu luc tir ngay ky./.

Noi nhén: HIEU TRUONG
- Nhu diéu 3 (dé t/h) '
- Luu VT.
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Nguyen Thuy Quynh



PHAN CONG NHIEM VU CHO CAN BQ, GIAO VIEN, NHAN VIEN
Truong THCS Hiép Hoa, nam hoc 2024 - 2025
( Kem theo OP s6: /OP-HT ngay 30/8/2024 ciia HT- THCS Hiép Hoa )
I. NGUYEN TAC THU'C HIEN NHIEM VU KHI PUQC PHAN CONG.

1. Viéc diéu hanh céc hoat dong cua nha truong dugc thuc hién theo nguyén tic
tap trung dan chu (tdp thé 1anh dao, c4 nhan phu trach); Pong thoi dé cao ning luc tu
duy sang tao, tich cuc doi mdi, phat huy hét trach nhiém cua ca nhan can b, gido
vién, nhan vién ( CB, GV, NV ) vé cong tac tham muu, diéu hanh, chi dao va thuc
hién cac hoat dong gido duc.

2. Trong phan cong cong viéc, mdi viéc giao cho 01 ca nhan phu trach va chiu
trach nhiém chinh vé cong viéc do; lanh dao khong lam thay. Ca nhan dugc phan cong
linh vuc nao thi chi dong can clr vao tinh hinh nhi€ém vy, tinh hinh thuc té ctia don vi
va cac van ban chi dao cua cac cAp dé xay dung ké hoach trinh Hiéu truong (hoic
lanh dao phu trach) phé duyét dé trién khai, cudi mdi thang c6 nhiém vu tong hop bao
cdo tinh hinh thue hién va ké hoach tiép ndi trong cudc hop lanh dao thuong ki (thir 5
tuan cudi thang).

3. Giai quyét cong viéc ding pham vi, trach nhiém, ding trinh ty thu tuc va
dung qui dinh phép luat; bao dam sy ldnh dao cua cip trén, cia Hiéu truong. HO so
thudc linh vuc nao thi do nguoi dugc phan cong linh vuc dé thiét 1ap phu hop voi
cong viéc va luu trit ddy du, can than; khi c6 doan kiém tra phai c6 du hd so theo qui
dinh va chat lugng ho so bao dam, khi chuyén ddi cong viéc phai ban giao day du cho
nha truong.

4. Thuong xuyén phdi hop cong tac, trao do6i thong tin trong giai quyét cong
vi€c; phat huy sang tao, chu dong cua cd nhéan va tinh than cong sy dé hoan thanh tt
nhiém vu.

5. Ngoai nhitng nhiém vu duoc giao tit ca CB, GV, NV déu phai tham gia céc
cong tac kiém nhiém khac khi dugc Hi¢u trudng giao.

Il. PHAN CONG NHIEM VU CAC CHUC DANH CHU CHOT.

1. P/c Nguyén Thity Quynh - Hi¢u truéng.

1.1. Chiu trach nhiém truéc UBND thi xa, Phong GD&DPT Quang Yén va
UBND xa Hiép Hoa vé toan b hoat dong gido duc cta nha truong.

1.2. Phu trach cc ndi dung hoat dong ctia Hoi dong trudng.

1.3. Lanh dao, quan ly va diéu hanh moi hoat dong cua nha truong; T6 chtre chi
dao trién khai cac chu truong ciia Pang, Nha nudc va cac cdp toi can bd gido vién,
nhan vién va hoc sinh (CB, GV, NV, HS) trong truong hoc.

1.4. Tryc tiép phu trach, chi dao va giai quyét cac cong viéc chinh nhu sau:

- Chi dao t chirc cac hoat dong gido duc trong nha trudong; cong tac chuyén ddi
s6 trong day va hoc...



- Cong tac xay dung ké hoach nha trudong; Cong tac t6 chirc; CONg tac quan ly
tai chinh, ta1 san.

- Cac van dé lién quan t&i ché do, chinh sach cua CB, GV, NV.

- Céc van dé lién quan dén hoc sinh (Chuyén di, chuyén dén, khen thuong, ky
luat...)

- Chi dao céac to chirc, doan thé hoat dong theo dung chirc ning; cong tac
XHHGD.

- Xay dung ké hoach Cong tac kiém tra ndi bo truong hoc.

- Quan 1y hd so CB, GV, NV; phian mém quan li nhan sy, quan 1 hd so trudng.

- Chi dao cong tac Thu vién va céc td6 chire: Chit thap do, Khuyén hoc; Cong
tac tuyén truyén, phd bién va gido duc phap luat trong nha truong.

- Xay dung chién lugc phat trién gido duc nha trudng 2024 - 2029 va tim nhin
dén nam 2035.

- Tryc tiép ky duyét KH cua cac to chitc doan thé; cac vin ban giri cac cip va
cac van ban khac lién quan dén hoat dong nha trudng.

1.5 Truc tiép chi dao chung cdng tac phd cap GD THCS ( Ra QP, tham muu
voi UBND xa...).

1.6 Truc tiép phu trach cong tac to chirc cac hoat dong trai nghiém hudng
nghiép trong va ngoai nha truong.

1.7 Lam viéc voi BCH Hoi CMHS vé gido duc HS theo qui dinh cua Diéu 18
Hoi CMHS.

1.8. Chu tich Hoi déng thi dua, khen thudng, ky luat. Thyuc hién hop déng lao
dong, tiép nhan va diéu dong gido vién theo quyét dinh cua cap trén.

1.9. Thuc hién cac ché do chinh sach, quy ché dan chu, cong tac XHHGD. Chi
dao thuc hi¢n cac phong trao thi dua, cac cudc van dong cua nganh; thuc hi¢n cong
khai d6i véi nha truong.

1.10. Phu trach chi dao cong tac t6 chu nhiém 16p; Cong tac sinh hoat dudi co;
tham gia sinh hoat cung t6 KHXH va to VP. Truc cac ngay tha 2,4,6 hang tuan.

1.11. Chiu trach nhiém vé cong tic cong khai trong nha trudng.

2. D/c Dao Thi Ha - Pho Hi¢u trudng:

Phu trach mot sd linh vuc nha truong, cu thé nhu sau:

2.1. Quan 1y va chi dao thuc hién vé cong tac chuyén mon theo ké hoach nha
truong:

- Xay dung ké hoach chi dao cac hoat dong gido duc; K& hoach gido duc
STEM; Ké hoach kiém tra danh gia hoc sinh; Ké hoach thuc hién cong tac gido duc
qudc phong va an ninh...Cac hoat dong trai nghiém hudng nghiép trong va ngoai nha
truong, quan 1y, diéu hanh cac hoat dong vé cong tac chuyén moén va cac linh vuc
duoc phan cong. Chiu trach nhi€ém cac mat hoat dong chuyén mon nha truong.



- Ky duyét ké hoach hoat dong chuyén mon cua to CM; Cac bao céo chuyén
mon; Ki duyét cac van ban guri cap trén khi dugc Hiéu truong uy quyén.

- Trién khai, chi dao thuc hién cac chuyén dé chuyén mon; hoat dong ngoai
khod, hoat dong trai nghiém khong bt budc...

- Kiém tra, nhan xét, danh gia cac loai hd so chuyén mdn. ( Bao giang, S6 dau
bai, phan mém nhap diém PISMIS, KHSD d6 dung day hoc; ké hoach gidgo duc mén
hoc; ké hoach bai hoc.. .); chi dao, diéu hanh cong tac kiém tra ndi bo...

- Tham gia hoat dong ctia trung tim hoc tip cong dong.

- Chi dao cong tac t6 Khoa hoc tu nhién, cong tac cua can bd thiét bi, phong
hoc b moén. Tham gia sinh hoat t6 KHTN.

- Thong keé, tong hop va quan 1y cac chi sb, s liéu vé chuyén moén. Quan 1y,
danhgia, nhan xét s6 ghi dau bai. ..

2.2. Phu trach cac hoat dong GDNGLL va cac hoat dong STEM, phu trach cac
cau lac bd trong trudong.

2.3. Phu trach cong tac lao dong ndi khoa, ngoai khoa trong nha truong.

2.4. Phu trach cong tac kiém dinh chat luong giao duc cua nha truong; Cong
tac pho cap gido duc THCS.

2.5. Phy trach cac hoat dong vé y té trudng hoc, ATGT, ANTT trudng hoc,
Phong chéng chay nd, bao luc hoc dudng, phong chéng tai nan thwong tich, dubi
nudc, Xay dung don vi van hoa ( cong tac hoc sinh, sinh vién ).

2.6. Phu trach cong tac thi dua (phat dong phong trao, theo ddi, dé xuat)
cua CB, GV, NV va hoc sinh.

2.7. Phy trach CNTT trong nha truong; Phy trach phﬁn mém quan li hoc sinh,
nhap diém...phan mém day hoc va cong tac chuyén di sé trong day hoc.

2.8. Phu trach cong tac ctia Hoi dong truong.

2.9. Phy trach CDCS; Cudc van dong “Moi thay gido 1a tim guong dao dirc tur
hoc va sang tao... ”.

2.10. Giup HT giai quyét nhitng cong viéc duoc uy quyén hodc khi HT di vang.

2.11. Chiu trach nhiém cé nhan vé céc linh vuc minh phu trach d@)ng thoi chiu
trdch nhi¢m cung HT trong cong tic quan ly nha truong truéc UBND thi xa;
phong GD&DT va UBND xa Hiép Hoa.

2.12. Truc ban cac ngay 3,5,7 hang tuan.

3. P/c Nguyén Thi Linh - Tong phu trach Pgi: Phu trach cic mit hoat dong
boi;

‘3.1., Phu trach hoat dong cua D61 TNTP HCM. Quan ly va chi dao viéc thuc
hién nén nép, cac quy dinh, cac hoat dong ctuia hoc sinh toan truong.

3.2. Quan 1y va chiu trach nhiém ca nhan vé tai san caa Doi TN.



3.3. T6 chtrc, theo ddi va quan 1i hoat dong, cac chi sd thi dua cua hoc sinh
toan truong.

3.4. Phéi hop cung 1anh nha truong, két hop cung cac to chirc khac trong va
ngoai nha truong t6 churc cac hoat dong GDNGLL theo chu diém (20/11, 22/12, 26/3,
19/5...); to chtrc cac Hoi thi ctia HS. Cong tac sinh hoat duéi co. trién khai thuc hién
cac phong trao thi dua cta lién doi, cac HDGDNGLL theo timg chu diém.

3.5. Phéi hop v61 1anh dao nha truong chi dao hoat dong cham soc bon hoa,
cay canh cac Chi do1’, cong tac v€ sinh moi truong.

Thuc hién hoat dong dudi c& va phu trach dua tin bai vé cac hoat dong cua nha
truong 1€n trang wed cua truong.

3.6. Phu trach Cong tac Poan va phong trao thiéu nhi: Xay dung ké hoach va
chi dao céac hoat dong ciia Boan TNCS HCM.

3.7. Phdi hop cac doan thé thuc hién phong trao thi dua va cac cudc van dong
cua nganh giao duc trong Chi doan.

3.8. Thuc hién mét s6 cong viéc khac khi Ban gidm hi€u phan cong.

* Phy trach phong truyén théng: Tham muu suu tam tu liéu; cic bang biéu;
dung sa ban; chup va lua anh cic hoat dong, thanh vién t6 quan 1i Web ctia nha truong
( hang nam hoan thién trucc ngay 31/5 )

4. Cac d/c To trwémg CM: Bui Thi Mai Anh ( t6 KHTN ), Tran Thi Hoai
Nam ( t6 KHXH ).

Phu trach va chi dao thuc hién mét sb cong viéc sau:

4.1. Xay dung va thuc hién ké hoach chung cua té/nhém chuy@n mén, chi dao
t6 vién thuc hién theo ké hoach ctia to/nhém chuy@n mén, phdi hop véi cac to chuyén
mon khac dé xay dung ké hoach gido duc chung ctia nha trudng.

- Chu dong xay dung va t6 chure thuc hién ké hoach gido duc mon hoc, céac hoat
dong giao duc theo huéng phat trién ning lyc, pham chat HS cua t6/nhom CM theo
quy dinh ctua S, phong GD&DT.

- Trién khai thyc hién cic phuong phéap day hoc, kiém tra danh gia gan voi dic
thu ting mon hoc trong chuong trinh.

- Quan 1y viéc thyc hién hd so, s6 sach cta td/nhom chuyén mon, ctia gido vién.
Kiém tra viéc dua hd so c4 nhan, s6 béo giang, tai liéu chuyén mén c6 lién quan va ké
hoach bai hoc cua giao vién Ién cay thu muc cua nha truong.

- Tham gia boi dudng chuyén mon nghiép vy; Tham gia danh gia, xép loai cac
thanh vién cia t6 theo quy dinh ciia Chuan nghé nghiép gido vién va cac quy dinh
khac hién hanh.

- Chi dao cong tac chuyén ddi sb trong day hoc ( xay dung kho hoc liéu ding
chung, thiét ké bai giang dién tir, ing dung cac phan mém day hoc...).



4.2. Piéu hanh hoat dong chuyén mon cta to va hoat dong cac nhom chuyén
mon. Tham gia ddnh gia xép loai gido vién theo chuan nghé nghiép gido vién co s
giao duc phd thong theo quy dinh.

4.3. Tham gia cong tac kiém tra cac hoat dong gido duc va cac hoat dong khéc
cua CB, GV, NV va hoc sinh khi dugc HT phan cong.

4.4. Phan c6ng gido vién day thay khi c6 giao vién nghi hoac di cong tac.

4.5. T6 KHTN tham gia t6 chitc quan 1i hoat déng cac phong hoc bé mén ( Tin
hoc, phong hoc thong minh, phong Ly- CN; phong KHTN);

4.6. T6 KHXH tham gia xay dyng phong truyén thong nha truong; Viét bai vé
cac hoat dong chii diém cta nha truong dwa 1én Web cua trudng va Web ciia nganh
GD va cac ndi dung tuyén truyén co lién quan dén cong tic gido duc khi duoc Hiéu
trudng phan cong.

4.7. Thuc hién mot s6 cong viée khac khi duge Ban giam hiéu phan cong.

*T6 KHXH phdi hop véi d/c Nguyén Qudc Tudn; Nguyén Thi Lan Anh;
Nguyén Thi Linh - Sira viét tin, bai phan anh hoat dong GDNGLL cta nha trudong
theo cac chu diém hang thang va cac ndi dung lién quan dén cac hoat dong gido duc
nha truong khi dugce 1anh dao phan cong.

5. P/c T6 phé CM: PS Thi Hai Yén ( To KHXH ); P Thi Hong Hai ( To
KHTN)

5.1. Tham muu cho t6 trudng trong viée xdy dung KH t6, KH gido duc mén
hoc; Ké hoach cua td, nhom chuyén moén va diéu hanh thyuc hién KH tb theo su phan
cong cua to trudng.

5.2. Soan thao, ghi chép, tong hop céc sb liéu vé cac hoat dong cia t6 chuyén
mon.

5.3. Piéu hanh cac hoat dong chuyén mon khi dugc to truéng uy quyén.

5.4. Tham gia mot s6 hoat dong khac khi dyoc Ban giam hiéu phan cong.

6. B/c Bui Thu Oanh - Trwéng ban thanh tra nhan dan;

Phu trach va chi dao thuc hién cac cdng viéc sau:

Phu trach hoat dong BTTND theo qui dinh cua nha nudc, dudi su chi dao cua
Cong doan co s0.

7. Pong chi Nguyén Quéc Tuin; Nguyén Thi Lan Anh Gi4o vién mén Tin
hoc.

7.1. Phu trach CNTT trong truong hoc ( cac phan mém quan 1y, tdp huan, CM,
SMAS, PMIS... cong tac pho cap..). Cong tac chuyén doi s6 trong nha trudng.

Phu trach hé théng Intenes cua don vi. Cép nhat thong tin Web don vi, hang
thang bao cdo HT s lidu vé& gui tin bai cta ca nhan vao Web. Phu traich Web nha
truong; quan tri hé théng phan mém quan li diém ciia nha truong...va mot sb ndi dung
khac co lién quan.



Xay dung ké hoach hoat dong ctia mon Tin hoc, phu trach phong Tin hoc. Thuyc
hién cac ndi dung sinh hoat nhém chuyén mén Tin hoc cia truong. Boi dudng HSG
mon Tin hoc tré (néu co ).

8. P/c Pinh Thi Thanh - Thw ki H§i ddng: Ghi chép ndi dung cac cudc hop
cia HP, cua cac to chirc khac khi lam viéc v6i nha trudng.

- Hoan thién mét sb ndi dung cong viéc khi dugc Hiu trudng, Pho Hi¢u truong
phén cong.

9. P/c Lwong Thi Loan- Bi thuw Poan: . Phdi hop cung lanh dao nha truong;
DPoi TNTP két hop cung céac t6 chire khac trong va ngoai nha trudng t6 chirc cac hoat
dong theo chu diém (20/11, 22/12, 26/3, 19/5...); t6 chirc cac Hoi thi ctia HS va cac
nhiém vu khac khi duoc 1anh dao nha trudng yéu cau.
I11. BANG PHAN CONG NHIEM VU GIAO VIEN ( ¢6 danh sach phan coéng
kem theo ).
1. Gido vién by mon.

1.1. Thyc hién nhiém vu t6 chirc cac hoat dong day hoc, giao duc theo ké hoach
gido duc cua nha truong va ké hoach gido duc cua td chuyén mon; Quan 1y hoc sinh
trong cac hoat dong gido duc do nha trudng to chirc; tham gia cac hoat dong chuyén
mén, chju trach nhiém vé chat luong, hi¢u qua gido duc.

1.2. Trau doi dao durc, néu cao tinh than trach nhiém, giit gin pham chat, danh
du, uy tin cta nha gido; Guong mau trudc hoc sinh; thuong yéu, ddi xtr cong bang va
ton trong nhan cach ddi véi hoc sinh. Bao vé cac quyén lgi va lgi ich chinh dang cua
hoc sinh; doan két gitip d& dong nghiép.

1.3. Hoc tap ren luyén dé nang cao suc khoé¢, trinh d chinh tri, chuyén mon,
nghiép vu, d6i méi phuong phap day hoc, gido duc.

1.4. Tham gia céng tac PCGD THCS va x6a mu chir cua dia phuong.

1.5. Phéi hop véi cac to chirc, doan thé, thuc hién nhiém vu giao duc toan dién,
chat lwvong miii nhon...Tham gia cong tac kiém dinh chit lugng gido duc hang nam.
Tham gia cac hoat dong xa hdi, tur thién...

1.6. Thyc hién nghia vu cong dan, cac quy dinh cua Phap ludt va ctia nganh,
cac quyét dinh cua Hi¢u truong; Thuc hién nhiém vy do Hi¢u trudng phan cong, chiu
su kiém tra, danh gia ciia Hiéu trudng va cac cap quan 1y gido duc.

1.7. Phéi hop voi Doi thiéu nién Tién phong H6 Chi Minh, Poan thanh nién
cong san H6 Chi Minh, Héi lién hi€p thanh nién Viét Nam, gia dinh hoc sinh va cac t6
chtrc x4 hoi lién quan dé to chirc hoat dong gido duc.

1.8. Thuc hién cac nhiém vu khac theo quy dinh cta phap luat; Tham gia cac
cong viéc khéac khi dugce lanh dao nha truong phan cong.

2. Giao vién chu nhiém lép
2.1. Thyc hién céc nhi¢ém vy nhu gido vién b mon.



2.2. Xay dung ké hoach va t6 chirc hoat dong cua 16p chu nhiém. Sinh hoat
dudi co, tham gia cac hoat dong ngoai khoa, trai nghiém hudng nghiép...va thyc hién
cac ndi dung khi duoc lanh dao nha truong phan cong.

2.3. Phéi hop voi PH, GVBM va cac doan thé co lién quan trong viée quan i,
gido duc HS.

2.4. Thuc hién nhiém vu theo qui dinh ctia Diéu 1¢ truong THCS...

IV. NHIEM VU THANH VIEN TO VAN PHONG.
1. P/c Nguyén Thi Anh Nguyét - TT vin phong: Phuy trach mot s mit cong tac
Sau.:

1.1. Phu trach t6 VP, chi dao t6 vién thuc hién ké hoach to, ké hoach chung cua
nha truong.

1.2. Quan li, diéu hanh cac hoat dong trong pham vi to.

1.3. Phu trach cong viéc NV ké toan; quan li chinh, tai san theo quy dinh. Chiu
trach nhiém trudc HT, trude phap luat vé viée luu gitr chimg tir thu, chi cia nha
truong, theo diing nguyén tic tai chinh. Tham muu ké hoach thu, chi cac khoan quy
cta nha truong hop ly.

1.4. Dé xuit phuong an va thao cac hop dong lao dong trong nha trudng.

1.5. Theo ddi, bao quan va cdp nhat s Bao hiém ctia CB, GV, NV, HS trong
truong.

1.6. Bao dam cac ché d6 cua nha nude theo qui dinh cho CB, GV, NV va HS.

1.7. Tham gia cong tac kiém dinh chat luong gido duc va cong tac phd cap
GDTHCS..

1.8. Thyc hién ki€ém nhiém cong tic van thu cua nha truong.

1.9. Thuc hi¢n nhiém vy khéc khi dugc 1anh dao nha truong phan cong.

2. b/c Hoang Thi Nham: Nhan vién Thuw vién - Thiét bi.

2.1. Quan 1i kho thiét bi va cac phong hoc bd mén, phong may tinh, phong
nghe nhin ( phong hoc théng minh ). Quan 1y phan mém Thu vién — Thiét bi theo quy
dinh.

2.2. Thyc hi¢n cong tdc muon, tra thiét bi day hoc. Thuc déy hoat dong lam dd
day cta gido vién. Theo di gido vién str dung d6 dung day hoc...

2.3. Quan li va ghi chép day du hd so bd phan thiét bi theo qui dinh.

2.4. Xay dung ké hoach hoat dong ctia Thu vién nha trudng; nhap va quan 1y
phan mém Thu vién theo quy dinh.

2.5. Tham gia cac hoat dong khac khi Ban gidm hi¢u phan cong; Soan thdo cac
van ban hanh chinh vé cac hoat dong gido duc cuia nha truong. Phy trach cong tac in
4n ho so, pho to tai liéu, s6 dién tir khi duoc 1anh dao nha truong yéu cau.

3.6. Quan ly, nhan, trd cac loai van bé'mg, ching chi cia HS theo phﬁn mém.
Thuc hién cong tac thu quy.



3.7. Thuc hién cong tac kiém dinh chét luong giao duc va phé cap THCS.

3.8. Quan 1y viéc str dung con dau ctia nha trudng.

3.9. HO tro hoc sinh khuyét tat.

3. P/c Nguyén Thi Chung - nhan viénY té:

3.1- Phu trach cong tac Y té theo quy dinh cua cap trén c6 tham quyén.

3.2. Tham muu cho t6 trudng trong viée xdy dung KH va diéu hanh thyc hién
KH t6.

3.3. Thong ké, tong hop cac sd liéu. Quan li, luu trit cac loai ho kham sirc khoé
cho hoc sinh.

3.4. Nhap vao sb cong van di, dén, chuyén dén HT va cac bo phan ¢ lién quan.

3.5. Tiép tan khi c6 khéch; tham gia cac hoat dong khac khi lanh dao nha
truong phan cong.

3.6. Phu trach cong tac v€ sinh — quang canh nha truong; Phong trao “Truong
Xanh- Sach — Pe¢p - An toan”.

3.7. Phu trach cong tac BHYT cho HS.

3.8. Thuc hién cong tac kiém dinh chét luong va phé cap GDTHCS.

3.9. Thyc hién cong tac kiém nhiém thi quy va nhiém vy hd tro hoc sinh
khuyét tit ciia nha truong.

4. Nhan vién lao cong:

- Thuc hién cong tic v€ sinh truong hoc theo phan cong cua lanh dao nha
truong.

5. Nhan vién béao v¢€ trwong:

5.1. Thyc hién nhiém vu bdo v¢ CSVC, cay cdi cua nha truong bado dam an
toan; bao dam an ninh trat ty trong nha truong.

5.2. Phy trach cong tac di¢n, nudc cua nha truong.

5.3. Thuc hién mét s nhiém vu khac theo hop déng lao dong.

* Luu y: Noi dung cong viéc dwoc giao o trén sé co sy thay doi khi c6 su bién dong
vé tinh hinh nhén su, t6 chirc cia nha truong. Nhiém vu cu thé trong moi hoat dong
gido duc sé co noi dung phan céong nhiém vu cu thé cho tung thanh vién dé thuc
hién./.
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