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S6: 678/QD-TITHCS An Sinh, ngay 05 thang 9 nam 2024
QUYET PINH

vé viéc diéu chinh phén cdéng nhiém vu ciia can bd quan ly,
cua trweong THCS An Sinh nam hgc 2024-2025

HIEU TRUONG TRUONG THCS AN SINH

Can cit Théng tw s6 32/2020/TT-BGDPT ngay 15 thang 9 nam 2020 ciia
B¢ Gido duc va Pao tao ban hanh Diéu 1¢ truong trung hoc co so, truong trung
hoc phé théng va truong phé thong cé nhiéu cdp hoc;

Can cir Théng tw s6 28/2009/TT-BGDDT ngay 21 thing 10 nam 2009
cua Bo truong Bo Gido duc va Pao tao ban hanh quy dinh vé ché dé lam viéc
doi véi gido vién phé thong;

Can cir Thong tw sé6 15/2017/TT-BGDPT ngay 09 thing 6 ndm 2017 cia
B¢ truong Bo Gido duc va Pao tao sua doi, bo sung mot s6 diéu cua Quy dinh
ché d lam viéc doi véi gido vién phé théng ban hanh kém theo Théng tw sé
28/2009/TT-BGDDBT ngay 21 thang 10 nam 2009 cua B truong Bo Gido duc va
Pao tao, ¢ hiéu luc ké tir ngay 01 thang 8 nam 2017.

Can cit Vin ban hop nhdt s6 03/VBHN-BGDPT ngay 23 thing 6 nam
2017 cua Bo truong Bé Gido duc va Dao tao ban hanh quy dinh ché dé lam viéc
doi véi gido vién phé théng;

Can cir vao tinh hinh thuc té ciia don vi;

Xét nang lyc va kha nang cong tac cua can bo, gido vién, nhdn vién,

QUYET PINH:

Piéul. Piéu chinh phan céng nhiém vu ctia can bd quan 1y cua trudng
THCS An Sinh nam hoc 2024-2025.

Piéu 2. Cac to chuyén mon, td van phong, cac gido vién, nhan vién va hoc
sinh trong toan trudng can ctr churc ndng, nhi€ém vu cia minh chép hanh sy quan
ly diéu hanh cta cac thanh vién trong Ban lanh dao nha trudng theo céc linh vuc
dugc phan cong trén.

Piéu 3. Cac 6ng (ba) 1anh dao, t6 trudng, cac to chuyén mon, vin phong,
phu trach cac doan thé trong nha trudong, gido vién, nhan vién, hoc sinh trong
truong co trach nhiém thi hanh quyét dinh nay.

Quyét dinh c6 hiéu luc ké tir ngay ky../.

Noi nhdn: HIEU TRUONG

- Phong GD&DT (b/cao); Iy

- CTCP trudng (p/h); 7 7 47
- T6 chuyén mén, VP, CBGVNV (t/h);

- Luu: VT.

Nguyén Thi Kim Mai



BANG PHAN CONG NHIEM VU
CUA HIEU TRUONG, PHO HIEU TRUONG TRUONG THCS AN SINH
NAM HOQC 2024-2025
(Kém theo Quyét dinh sé 678/QD-TrTHCS ngay 05/9/2024
cua Hiéu truong truong THCS An Sinh)

I. Phin cong nhiém vu-trach nhiém cia BGH

1. Hiéu truéng: P/c Nguyén Thi Kim Mai

1.1. Chiu trach nhiém trudc phong GD&PT Péng Triéu, UBND x& An
Sinh vé toan bo hoat dong ciia Nha trudng.

1.2. Quan Iy va diéu hanh moi hoat dong cta nha truong; triéu tap va chu
toa C4C hoat dong ctia Nha truong; t6 chirc chi dao trién khai cac chu truong cua
Pang, Nha nudce va cac cép toi CBGV, NV, hoc sinh trong truong.

1.3. Chi dao, quan ly va giai quyét mot sd céng viéc chinh nhu sau:

- Quan Iy can bo gi4o vién, nhan vién, hoc sinh; to chitc bd may cua nha truong

- Quan ly toan dién céc cong tac to chic phan cong nhiém vy CBGV, NV.

- COng tac hanh chinh, tai chinh, tai san cua nha truong.

- C4c van d¢ lién quan t6i ché do chinh sach ctia Nha nude ddi véi gigo vién,
nhan vién, hoc sinh

- T6 chire thuc hién quy ché dan chu trong hoat dong cia nha trudng.

- Cong tac tuyén sinh, xét tot nghiép, bién ché 16p hoc;

- Céc van dé lién quan t6i hoc sinh (chuyén di, chuyén dén, ki luat...)

- COng tac tu tuong chinh tri, phd bién phap luat.

- Cong tac kiém tra noi bd truong hoc

- Ho so CBGVNV

- Quan ly, nhan va tra cac loai van bﬁng, chirng nhan cia hoc sinh

- Tham gia céac hoat dong cia TTHTCD

- Chi dao thuc hién cong tac xdy dung truong chuan Qudc gia, cong tac
kiém dinh chat lugng gido duc;

- Xay dung ké hoach va td chtrc thuc hién nhiém vu nam hoc.

- Xay dung ké hoach phat trién gido duc nam hoc 2024-2025 ctuia nha
truong; xay dung chién lugc phat trién gido duc nha truong giai doan 2025-2030;

- T6 chirc kiém tra, danh gid, chi dao xay dung ké hoach gido duc trong
nha trudong, phong chéng tham nhing, thue hanh tiét kiém, kiém dinh chét
lugng, PCGD, duy tri truong chuan Quoc gia.

- Truc tiép ky duyét KH cia cac t6 chirc, doan thé, ké hoach chuyén mon
ctia nha trudng; cac van ban gui cac cip, cac nganh va cac vin ban khac co lién
quan dén hoat dong cua nha tuong.

- Xét duyét va ki hoc ba khdi 16p 6,9.

1.4. Chi dao hoat dong cua Ban thi dua, Ban thuc hién quy ché dan chu, Hoi
dong trudng va cac Ban theo chirc ndng nhiém vu theo diéu 18 truong phd thong.

1.5. Chi dao chung céc to chuc, doan thé, to chuyén mén hoat dong theo
chtrc nang; Truc tiép theo ddi hoat dong cua to Vin phong;

1.6. Cong tac d6i ngoai, gitt mdi lién hé voi co quan cap trén, voi dia
phuong, vo1 Phu huynh hoc sinh; Cong tac xa hoi hoa gido duc

2. Ph6 hiéu trwéong: P/c HO6 Trung Minh: Phuy trach va chi dao thuc
hién mot sb linh vue nha truong do Hiu trudng phan cong cu thé nhu sau:



2.1. Chiju trach nhiém c4 nhan vé cac linh vuc minh duoc phu trach déng
tho1 chiu trach nhiém cung Hiéu trudng trong cong tac quan 1y nha truong trudc
Phong GD&PT Péng Triéu va UBND xi An Sinh.

2.2. Quan 1y va chi dao thuc hién Vé cong tac chuyén mon:

- Xay dung ké hoach hoat dong vé cong tac chuyén mon;

- Quan Iy, diéu hanh cac hoat dong, né nép chuyén mon;

- Truc tiép ky duyét Ké hoach gido duc cua td chuyén mon, cac hoat dong
chuyén moén cua gido vién; cac van ban thude linh vuc chuyén moén, Hoat dong
ngoai gio, trai nghi¢m gui Phong GD&DT.

- Chi dao cdng tac boi dudng thuong xuyén;

- Chi dao hoat déng bdi dudng miii nhon cua gido vién, cac ky thi, hoi thi va
cudc thi cia hoc sinh gioi, hoc sinh ning khiéu cc cap, thi tuyén sinh vao 16p 10.

- T6 chirc chi dao cac chuyén dé, ngoai khod, gido duc hudng nghiép,
cong tac day thém, hoc thém trong nha truong, lao dong, huéng nghiép 9,..

- Quan 1y, kiém tra, nhan xét cac loai hd so thudc linh vuc chuyen mon:
S6 theo ddi va danh gia hoc sinh (cua 16p, cua ca nhan); Lich bao giang, S6 dau
bai, S6 chil nhiém, ké hoach cua hai t6 chuy&n mon, cac ké hoach giang day, boi
dudng ciia gido vién va cac ho so khéc khi duoc Hiéu trudng iy quyén.

- Cong tac thé chat, giao duc dao durc hoc sinh; an toan giao théng; phong
chéng TNTT; phong chéng té nan x3 hoi; xdy dung truong hoc an toan.

- Cong tac Boi TNTPHCM

- Xét duyét va ki hoc ba khdi 16p 7,8.

2.3. Chi dao cdng tac Phé cap gido duc; quan Iy phan mém PCGD cua x4

2.4. Thong ké, tong hop va quan Iy cac chi sd, s6 liéu vé chuyén mon hai
t6 va tong hop toan truong.

2.5. Chi dao thuc hién cdng tac thu vién, thiét bi, y t& hoc dudng va cac to
chtrc x& hoi khac (Chir thap do, Khuyén hoc...);

2.6. Chi dao cdng tac ung dung CNTT, chuyén dbi s6; quan Iy cong thong
tin dién tur va cac phan mém quén Iy truc tuyen cta nha truong

2.7. Truc tiép chi dao, phu trach céc to chuyén mon

2.8. Phu trach cdng tac khao thi, cong tac tuyén sinh, xét tot nghiép.

2.9. Gilp hiéu truong giai quyét nhitng céng viéc duoc uy quyén hoic khi
Hiéu truong di vang.

Noi dung cong viée duoc giao & trén s& ¢ su thay ddi khi co su bién dong
vé tinh hinh nhan sy cta nha trudng (s& c6 Quyét dinh b sung).

HIEU TRUONG

Nguyén Thi Kim Mai






