PHONG GD&DT DONG TRIEU CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG THCS AN SINH Poc lap - Tu do - Hanh phuc

PHAN CONG NHIEM VU CAN BOQ, GIAO VIEN, NHAN VIEN
NAM HOC 2020 - 2021

STT Ho va tén Cong viéc dwoc phan cong Ghi
chu
1 Nguyén Thi Oanh - Chiu trach nhiém chung cac hoat dong cua nha
(Hiéu truong) truong theo Diéu 1¢ truong THPT, Thong tu so

06/2012/TT-BGDDT, la nguoi chiu trach nhiém
trudc Phong GD&DT vé toan bg cong tdc quan
1y nha truong.

- T6 chirc bo may nha truong. Quan 1y hd so CB,
GV, NV. Thuc hién viéc ky két cac hop dong lao
dong, tiép nhan va diéu dong gido vién theo
quyét dinh.

- Quan 1y hanh chinh, tai chinh, tai san cua nha
truong.

- Cong tac chinh tri tu tudng.

- Phu trach cong tic tuyén sinh; Cong tac kiém
tra nd1i bd truong hoc; Phu trach cong tac gie}o
vién chu nhiém 16p; Cac cudc thi lién quan dén
can bo, gido vién, nhan vién.

- Cong tac Y té hoc duong; Cong tac thu vién;
Cong tac co s¢ vat chat..

- T6 chirc, chi dao thuc hién quy ché dan chu
trong cac hoat dong cua nha truong. Thuc hién
cac ché do chinh sach, cong tac xa hoi hoa gido
duc. Chi dao thyc hién cac phong trao thi dua,
cac cudc van dong cua nganh.

- Phu trach hoat dong cong doan; phu trdch Ban
tu van hudéng nghiép; cong tac kiém dinh CLGD,
truong chuan Qudc gia; cong tac day thém, hoc
thém trong va ngoai nha truong.

- Chi dao cac to chic, doan thé hoat dong theo
chirc nang.

- Truc tiép ky duyét KH cua cac to chic doan




thé, cac van ban gui Cac cip, cAc nganh va cac
van ban khac lién quan dén hoat dong nha
truong.

- Xay dung quy hoach phat trién nha truong, to
chirc thuc hién ké hoach nhiém vu nam hoc, b4o
c4o, danh gia két qua véi cap trén.

- Truc dé giai quyét cong viéc va tiép cong dan
cac ngay tht ba, thir ndm, thir bay hang tuan, truc
tiép chi dao hoat dong cua té Vin phong.

- Truc dé giai quyét cong viéc va tiép cong dan
cac ngay thir ba, thir nam, thir bay hang tuan, truc
tiép chi dao hoat dong cua to Van phong, sinh
hoat tai t6 Vin phong.

Tran Buc Quyén
(Pho hiéu truéng)

- Phu trach céng tac chuyén mén.

- Phu trach cac cudc thi, hoi thi lién quan dén hoc
sinh do céc cap t6 chuc.

- Phuy trach cong tac doan thanh nién; Cong tac
Poan - Doi; Cong tac thiét bi - thi nghiém; Céng
tdc PCGD.

- Phu trach cong tac gido duc lao dong, hudng
nghiép; hoat dong ngoai gio 1én I6p, van hoa van
nghé, thé duc thé thao; an ninh trat tu trudng hoc;
an toan giao thong.

- Quan tri mang; Phu trach Céng nghé théng tin,
cac phan mém quan li chuyén mén.

- Céc van dé lién quan dén hoc sinh (phé duyét
hoc ba khéi 16p 7,8; giai quyét hoc sinh chuyén
di, chuyén dén,...).

- Truc dé giai quyét cong viéc va tiép cong dan
cac ngay thir hai, thir tu va tha sau hang tuan.

- Thay mat Hiéu truong diéu hanh hoat dong cua

nha truong khi dugc uy quyén va thuc hién mot
s0 nhiém vu khac khi dugc phan cong.

- Sinh hoat tai t6 KHXH.

w

Bui Thi Hién

T6 truong (3) Van 9 (15) + PT(2)

20

Ha Thi Luan

CN 7C (4); Van7ABC (12), NGLL 7C (0,5)
TPCM (1)

17,5

Nguyén Thi Thao

Dia 6 (3); Dia 9 (6); CTCD (3); Dia 8ABC (3) +

19




Pia 7A ( 2) + DT(2)

6 | L& ThuTam CN 8B (4); St 9 (3); Sir8(6) ;Van 8B (4) + PT |19
(2)

7 | Nguyén T Van Anh T. Anh 6 (9); Tiéng Anh 8AC (6); TC Anh| 185
8A,C(2), NGLL 8B(0.5), NT TA(1)

8 | Nguyén Thi Hién CN 9C (4); T. Anh 9 (6); TC Anh 9ABC (3) | 17,5
:NGLL 9C (0,5) ; BT (2), TTCN(1)

9 | Ngd.T.T. Huong CN7B(4); Tiéng Anh 7(9); Tiéng Anh 8B(3); | 17,5
NGLL7B (0,5); CP (1)

10 | Ngd Xuan Chién GDCD 6, 7, 8, 9 (12); TIND(2); PT(2); TD 6A | 18
(2)

11 | Nguyén Thu Trang Tong phu trach DBoi (12,5); Am nhac 6(3) Am | 18,5
nhac 9 (3)

12 | Tran Thi Hanh CN 6C (4); Vin 6AC (8); TC Van 6ABC (3), | 16,5
Am nhac 8C (1); NGLL 6C (0,5);

13 | L& Thi Hong Vin 6B (4); TKHP (2), TC Vian 7ABC(3), Sir | 17
7BC(4) Sir 6(3), Am nhac 8A(1)

14 | Nguyén Thi Thu Ha CN 8A (4); Van 8A,C (8); TC Vian 8ABC(3); St | 17,5
7A(2): NGLL 8A (0,5)

15 | BUi.T. P. Thay Sinh 9 (6); Sinh 8(6), T6 truong (3);); BT (2), |17

16 | Duong T.T. Nhung CN 9A (4): Toan 9 (12); CP (1); BT (2); 19

17 | Tran Thi Ha Anh CN 9B (4); Sinh 7ABC (6) Hoa 9 (6) NGLL 9B | 18,5
(0,5), PT(2)

18 | Duong T.M.Phuong Cnghé 7(6);Cnghé 8(6);CNghé 6A,C(4); NGLL | 18,5
9A(0,5): Phu trach KHKT(2)

19 | Pd Huong Thao CN 7A (4); Toan 7 (12); TPCM (1) NGLL 7A | 17,5
(0,5

20 | Tran Xuan Diing My¥ thuat 6,7,8 (9); Am nhac 7 (3) Thé duc 6BC | 19
(4); PHTM + TTKT(3)

21 | Nguyén Anh Vin Thé duc 7 (6); Thé duc 8 (6); Thé duc 9 (6) 18

22 | Nguyén Vin Ta Ly 6 (3), Ly 7 (3), Ly 8 (3), Ly 9 (6), Cong nghé | 17
9A,C (2);

23 | Hoang Thi Van Hoa 8 (6), bia 7BC(4), Cong ngh¢ 9B (1), Sinh | 17
6ABC (6)

24 | Vii Thi Hong CN 6B (4), Toan 6B (4), TC Toan 7ABC (3), TC | 16,5
Toan 9ABC (3), Cong Nghé 6B(2), NGLL 6B
(0,5

25 | Bam Thi Ngoc Tam CN 6A (4), Toan 6AC (8), TC Toan 6ABC (3), | 16,5
Am nhac 8B(1), NGLL 6A (0,5)

26 | Pao Hong Lan CN 8C (4), Toan 8 (12), NGLL 8C (0,5) 16,5

27 | L& Thi Huong - Phu trach cong tac xt li cong van di dén.

(Nhan vién hanh chinh -

van thu)

- Quan tri mang; phan mém Epmis, phan mém
SMAS (QLCB), phan mém MISA, cong tac hop
truc tuyén.

- Phy trach cdng tac cap phat bang tét nghiép.

- Cong tac thu quy.

- Phu trach cong tac y té truong hoc.




- Thuc hién cac nhiém vu khac khi dugc phan
cong.
28 | Nguyen Thi Hai Ninh - Phuy trach cong tac ke toan, thict bi, thu vién.
(Nhan vién Ké toan) - Thuc hién cac nhiém vu khac khi dugc phan
cong.
29 | Nguyén Minh Tién Nhan vién hanh chinh (Biét phai vé PGD)

Ghi chti: Nhiém vu cia CBGVNV sé& diéu chinh tuy thudc vao tinh hinh thyuc té cong
viéc va diéu kién thyc té nha truong./.
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