UBND HUYEN BAT XAT CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PTDTBT THCS Poc 1ap - Tu do - Hanh phic
DEN THANG
Sé: 119 /Qb- THCSDT Dén Thang, ngay 25 thang 4 nam 2025
QUYET PINH

Phan cong nhiém vu cho vién chirc, nguoi lao dong
Nim hoc 2024 — 2025 (Lén 2)

HIEU TRUONG TRUONG PTDTBT THCS DEN THANG

Can cit chirc ndng, nhiém quyén han cia Hiéu truong dwoc quy dinh tai
Chuong II, Théng tw sé6 32/2020/TT-BGDDT ngay 15 thang 09 nam 2020 cua
B¢ truong Bo Gido duc va Pao tao vé viéc ban hanh Diéu 1¢ truong THCS,
triwong THPT va triwong phé théng cé nhiéu cdp hoc.

Thong tw s6 15/2017/TT-BGDDT Ngdy 09 thang 6 nam 2017 sira doi, bo
sung mot so diéu cua quy dinh ché do lam viéc doi voi gido viéen pho thong ban
hanh kem theo Thong tw so 28/2009/TT-BGDDPT ngay 21/10/2009 cua B¢
truong Bo Gido duc va Dd,o tqo.

Can cir Thong tw s6 03/TT-BGDPT ngay 06/02/2023 ciia Bo Gido duc va
Ddo tao vé viéc ban hanh Quy ché té chirc va hoat déng cia truong phé théng
dan toc Ban tru;

Can cir Nghi quyét cuée hop Chi Uy, Chi bg, Ban gidm hiéu, To chuyén
mon, Hoi dong trieong ngay 26/8/2024 ciia nha truong vé viéc chudn bi cdc
diéu kién cho nam hoc 2024-2025;

Can cit vao tinh hinh sé lwong, co cdu, chat lwong doi ngii vién chirc,
nguoi lao dong lam viéc tai truong PTDTBT THCS Dén Thang nam hoc 2024-
2025,

QUYET PINH:
Piéu 1. Quyét dinh Phan cong nhiém vu cho vién chirc, nguoi lao dong
nam hoc 2024 — 2025 (Lan 2)
(C6 danh sach va phan céng kem theo)

Piéu 2. Vién chirc, nguoi lao dong thyc hién nhiém vy theo sy phan cong;
Céc Pho Hiéu truong; To truéng chuyén mon; To truong van phong thuc hién.
Cong doan co so; Tong phu trach D6i TNTPHCM; Bi thu chi doan TNCSHCM
phéi hop thuc hién... dé sap xép phan cong chi tiét, thé ché hoa cu cy thé cac
nhiém vu cho thanh vién minh phu trach, sat phu hgp véi tinh hinh thyc té tranh
chong chéo hoan thanh cac mang viéc dugc phéan cong.



Ngoai cac phan cong tai Piéu 1 thi vién chirc va ngudi lao dong phai tuan
thu sy phan cong nhi¢m vu khac dudi su chi dao truc tiép cua Hiéu trudng trong
qua trinh to chirc thyc hién nhiém vu.

Piéu 3. Nhitng 6ng (ba) co tén trong danh sach tai Piéu 1; cac bd phan
c6 lién quan cin cr quyét dinh thi hanh. Quyét dinh nay c6 hiéu luc tir ngay ki
cho dén khi c6 quyét dinh thay thé. Trong nim hoc néu c6 sy thay doi vé nhan
su hodc c6 sy chua phu hop s& c6 Quyét dinh didu chinh bo sung, phan cong
nhiém vu cho phu hop./.

Noi nhdn:
- Nhu Diéu 3;
- Luu:NT.

Tir Viét Binh



Quyét dinh phin cong nhiém vu
( Kém theo Quyét dinh s6: 119/0D-THCSD
I. Thong tin chung d¢i ngii

TT Ho tén vién chirc Nam sinh Dan N Trinh @@ | Chuyén mén Ghi chu
toc

1 | Tu Viét Binh 20/5/1988 | Kinh Hi¢u Truéng | DPHSP Van | Van- bdi
2 | Phan Btrc Thanh 01/9/1983 | Tay Pho HT bai hoc Toan
3 | Hoang Vin Thang 28/8/1988 |Giay | PhoHT Pai hoc Sinh hoc
4 | Vuong Thi Bich 21/04/1983 | Giay Giao vién Pai hoc Vian — St
5 | Lo Thi Hién 05/10/1988 | Giay Giao vién Pai hoc Vin - GDCD
6 | Nguyén Thi Mai Hién |24/1/1987 |Kinh Gido vién Pai hoc Am nhac
7 | Tran Thi Nu 20/9/1989 | Kinh | Gi4o vién Dai hoc M1 thuat Nghi ché do dén 13/8/2025
8 | bang Thu Phuong 04/10/1985 | Dao Giao vién DPai hoc Van - GDCD
9 | Chin Van Sinh 23/11/1984 | Giay Giao vién DPai hoc Vin - doi

10 | Tan Lo May 07/4/1997 | Dao Giao vién Pai hoc Str

11 | Lé Ba Thanh 01/7/1998 | Kinh Giao vién Pai hoc bia li

12 | Ho A Chu 12/10/1997 | Hmong | Giao vién DPai hoc GDCT

13 | Quach Trung Kién 24/1/1979 | Kinh Giao vién DPai hoc bia li

14 | Sy Thi Hién 15/101996 | Giay Giao vién DPai hoc Toan

15 | Lé Thi Liéu 20/11/1991 | Kinh Giao vién bai hoc Toan

16 | Hoang Thi Nga 03/9/1995 | Tay Giao vién Dai hoc Toan

17 | Ly Thi Vui 06/12/1994 | Dao Giao vién Pai hoc Toan

18 | Bui Van Thinh 16/4/1993 | Kinh Giao vién Pai hoc Tin hoc

19 | Lam Thi Nguyét 13/01/1987 | Tay Giao vién Pai hoc Hoéa hoc




20 | Dang Kim Quynh 01/3/1991 |Dao //S)omienc \a)\ai hoc Sinh hoc

21 | Nguyén Trong Duong | 30/4/1986 | Kinh [(ZGiaojeh V) 3 Pai hoc Thé duc

22 | Luong Thi Phuong 01/12/1988 | Tay  \\D@oWisnane//Pai hoc Thé duc

23 | Nguyén Thi Hang 08/12/1989 | Kinh ‘\@Wf/mng cdp | VT-TQ

24 | Hoang Kim Lién 02/4/1987 |Gidy | Giddwaz=" | Pai hoc Tiéng Anh B2

25 | Vii Hoang Nhu 1997 Kinh Giao vién Pai hoc Hoéa hoc
Phuong

26 | Vang Thi Lan 11/12/1997 | Mong | Giao vién DPai hoc Ngir van

27 | Nguyén Vin Hao 18/02/1974 | Kinh Nhan vién DPai hoc Ké toan

28 | bang Quéc Linh 24/02/1989 | Dao Nhan vién Cao dang Thu vién - TB

29 | Sung A Thung 02/3/1982 | Hmo6ng | Bao vé

30 | Hu Thi Tham 29/8/1994 | Giay | Cép dudng

31 | Sung Thi Bau 05/3/1995 | Hméng | Cap dudng

I1. Phan cdng nhiém vu cu thé cho vién chirc, ngudi lao dong nim hoc 2024-2025
1. Phan cong Ban giam hiéu

T | Ho tén vién Thue hién nhiém vu theo Piéu 1¢ trudng hoc va cac quy dinh khac, phan cong cu thé nhw sau:
T | chire
1 | Tir Viét Binh - Chi dao chung: Doi ngii (phan cong nhiém vu; TD-KT; Ki luat); Tai chinh-Tai san; CSVC; Ban tru;

Chuyén mén; TTHTCD; Phé cap gido duc; Cac hoat dong gido duc khéc;

- Chi dao cong tac an ninh, an toan truong hoc, Phong chay chira chay, Ciru nan ctru ho.
- Cong tac thi dua khen thuong.

- Cong tac phd cap gigdo duc; Trung tam HTCD

- Cong tac chuyén ddi s6, CNTT.

- Cong tac cong khai theo TTO9.




- Truc kiém soat Ban tri cac ngay va truc kiém soat cong tac quan 1y cac Pho Hiéu
truong;
- Giang day gido duc huong nghi¢p chuyén mon du 2 tiét/tuan;

- Chét lugng phan ludng; cong tac 6n . chat lugng khéi 6,9

Phan Dac Thanh

- Phu trach cac cong viéc lién quan Céng\m& gido duc dan toc: K& hoach hoat dong Ban tri; Phan
cong lich truc cho gi4o vién; thoi gian biéu hoc sinh Ban tri; Kiém soat 4n, &, vé sinh cua hoc sinh Ban
trd; Xay dung doi tu quan; thi dua khen thuong....Kiém tra danh gia céng tac Bén tra;

- Phu trach td chirc bép an Ban trQ; co s& vat chat Ban tri;

- Phu trach nhap thuc phém cho hoc sinh Ban trd, kiém soat chat luong thuc phém cong khai ché do
HSBT.

- Phy trach cong tac chdm cong, cham com hoc sinh, dam bao khdp véi thuc té va lién thong gitta cac hd
SO

- Truc kiém soat Ban tr(i cac cac ngay thar 2,3 trong tuan va kiém soat cong tac true phong, true ngay
cua GV,

- Phuy trach Kiém tra ndi bd truong hoc;

- Phu trach chung cdng tac duy tri ti 1 chuyén can.

- Phu trach cong tac kiém dinh chat luong gido duc, chuan giao duc vung cao; cong tac khao thi;

- Phu trach mo hinh trudng hoc gén voi thye tién;

- Giang day theo phan céng chuyén mén du 4 tiét/tuan;

- T chtrc an trua cho hoc sinh Nubi em.

- Phong cong lao dong vé sinh, phan cong gido vién di thon.

- Phu trach cac CLB: Cit toc, théu, dan, mua......

- Phu trach khao sat chat lwong khdi 7

Hoang Van
Thing

- Quan 1y kiém soat Ban tr( cac cac ngay tha 6, CN trong tuan.
- Phy trach, kiém tra, giam sat bép an Bén tri; co s& vat chat 16p hoc; phong hoc bd mon; thu vién thiét




bi, Y t&;
- Phuy trach cong tac xdy dung ké
quan 1y ho so s6 sach chuyén mén;

- Phu trach truc tiép sdp xép chuyén
thtra gio; ché @6 day thura gio; ché @6 day hoc sinh khuyét tat.. ctia cac T6 CM; kiém tra danh gid cong
tac chuyén mon;

- Phu trach céc cudc thi ciia hoc sinh: NCKHKT;STTTNND; thi hoc sinh gidi cac cép;

- Phu trach cong tac bdi dudng thuong xuyén; cong tac bdi dudng gido vién gidvi; GVCN gidi; cac cude
thi cta gido vién; boi dudng GV theo quy dinh cua truong PTDT Ban tru;

- Kiém soét chat luong phan ludng; cong tac on thi THPT khdi 9; chat luong khéi 9

- Phu nhiém cong t4c tuyén sinh; céng tac van dong hoc sinh di hoc; phdi hop véi cac truong THPT dé
thuc hién ban giao ho so va van dong HS di hoc THPT;

- Giang day theo phan céng chuyén mén du 4 tiét/tuan;

- Phu trach khao sat chat lugng khéi 8,9.

- Kiém soat va chiu trach nhiém ban giao chat luong chung toan trudng.

- Phu trach td tu van hoc duong.

2. Phan cong duy tri ti 1é chuyén can

- Chuyén can hang ngay: GVCN thuc hién duy tri quan 1y chuyén can 16p hoc, chuyén can Bén tri ¢é dam bao ti 1& chuyén can
chung cua 16p trén 98%;

- Gido vién phu trach théng ké, tong hop theo ddi bao céo ti 1¢ chuyén can: Nguyén Thi Hing.

- Gi4o vién khong lam cong tac chu nhiém thuc hién phan cong phu trach theo 16p (nhdm giéo vién/16p) giao cho dong chi Phan
Pirc Thanh t6 chtc phu trach phan cong theo ddi danh gia.

- Ban giam hiéu phu trach chi dao theo cic nhom thon va 16p hoc; GVCN cung huy dong, gido vien phu trach cac 16p phdi hop
cac lyc lugng cua xa, GVCN huy dong HS:

a. Ban giam hi¢u phu trach:



AUYEN

S N,
TT | Ho va tén Phu trach thon /i gva;fgf:i“’_‘
1 | Tir Viét Binh Dén Thang 1, Dén Thifig(2 7hes |2
2 | Phan Dic Thanh | Ngéi Thau, Ban Phs \ 500" TANG/S
3 | Hoang Van Thang | T4 phin, Sin chai V—-/*//

b. Giao vién chi nhiém; khong chi nhiém va nhan vién phu trach:

TT | Lop | Gido vién chi nhiém Khong chii nhiém (phdi hop GVCN véan dong HS) Ghicha
1 |6a |LyThiVui Bui Van Thinh
2 | 6b | Sy Thi Hién Ping Qubc Linh
3 |6¢c |Vang ThiLan Nguyén Thi Mai Hién
4 |7a | Chin Van Sinh Lo Thi Hién
5 |7b |LéBaThanh Hoang Kim Lién
6 | 7c | Tan Lo May Lé Thi Liéu
7 | 8A | Nguyén Trong Duong Vuong Thi Bich
8 |8b | bang Thu Phuong Hoang Thi Nga
9 | 8c |Quach Trung Kién Nguyén Vin Hao, Nguyén Thi Hang
10 |9a |Ho A Chtr Lam Thi Nguyét
11 |9b | Vi Hoang Nhu Phuong bang Kim Quynh
12 | 9¢ | Luong Thi Phuong Hoang Thi Nga

3. Phan cong Bdi dudmng hoc sinh va nhiém vu khac cho gido vién, nhén vién:

TT | Ho va tén

Nhiém vu khac

1 | Vuong Thi Bich TTCM, BDHSG L.sir 8
2 | Lo Thi Hién TPTCM, Viét tin bai(2 bai/thang), 6n 10
3 | Pang Thu Phuong | On 10




\,\UVéN 8.3
m

4 [LéThi Lidu TTCM, 6n 10 (/P10 34y pin

5 | Hoang Thi Nga On 10, phan cong vé sinh khu tap h§ 140 -H.iév::n'.w)g

6 |Hoang KimLién |On 10 S\ THANG/L

7 | Tan Lo May BDHSG L.sir 9, Thir ki HD N 7

8 | Vii Hoang Nhu BD HSG Hoba 8,9 o

Phuong

9 |Ho A Cha Bi thu doan TN, BD HSG GDCD 8,9

10 | Quéch Trung Kién | BDHSG dia 9

11 | Pang Kim Quynh BDHSG sinh 8,9.
Tong hop tién dién khu tap thé GV

12 | Bui Van Thinh BD HSG tin 8,9.
QL phong tin, CSDLN, Chuyén d6i sb, cac phan mém, dy cac van ban 1&n website nha truong.
PCGD-XMC. Ho so TTHTCD

13 | Vang Thi Lan CLB théu, BD HSG Van 6

14 | Ly Thi Vui BD HSG Toan 7

15 | Luong Thi Phugng | M hinh truong hoc. Suu tip cac SP vin hoa ¢ dia phuong dé trimg bay vao nha mé hinh. Phu
trach phong mo hinh.

16 | Sy Thi Hién BD HSG Toan 6

17 | Lam Thi Nguyét TPTCM, Phu trach huéng dan hoc sinh thi NCKH, STTTNND

18 | Nguyén Trong Ban TTND

Duong Hoi khoe pha dong - HL HS tham gia thi HKPD céc cép

Ho so danh gia thé luc hoc sinh

19 | Chin Véan Sinh Phu trach sira chita hé thong dién trong nha trudng

20 Trin Thi Nu Mo hinh trudng hoc. Suu tap cac SP vian hoa ¢ dia phuong dé trimg bay vao nha mé hinh. Phy

trach phong mo hinh.




21

Nguyén Thi Hang

Thu ki chi bg, thu quy, bao TL
CLB I tan (Don vé sinh cac p
Lién hé GVCN khi ¢6 hoc sinh
hanh chinh.

g mo hinh....)
4, cap thudc cho hoc sinh 6m nhe trong gio

22

Nguyén Thi Mai
Hién

TPTD, CLB nghé thuat (Tap luyén 3 tiét muc ki 1, 2 tiét muyc ki 2)

CLB thu linh cta sy thay doi, CLB quyén tré em

Phan cong-kiém tra cong tac LD vé sinh trudng/16p.

Tu van hoc duong, thi dua khen thuong hoc sinh, cac cude thi HS, Ho1 CTb
Tuyén truyén phd bién GD phap luat

23

Lé Ba Thanh

BDHSG dia 8
Quan 1y kho tang 3, CLB cit toc.
Phy trach cham soc-cit tia hoa, cAy canh.

24

Nguyén Vin Hao

Céc ché d6 HS, GV, mua saim CSVC

Cung Pho Hiéu truéng Phan Pirc Thanh hoan thién hd so ché d6 an cua hoc sinh, dam bao tinh
lien thong va chiu trach nhiém vé chat lwong va tinh phép 1y cta hd so ché do hoc sinh.

Phu trach bép an Bén tru.

25

Ping Qudc Linh

H6 so luu mau 3 budc

Tu thude y té - cap thude budi tdi cho hoc sinh 6m nhe,

Quan 1y kho thuc pham, kho gao (tiép nhan thuc pham; bao quan thyc pham; xuét thuc pham hoc
sinh ban trQ);

Phu trach nhom dun nuée tim cho hoc sinh

Phu trach kho lao dong, cong tac lao dong; quan 1y dung cu lao dong.

26

Sung A Thang

Stra chira duong nudc

Ghi chu:- Gido vién day theo dinh mirc va theo phdn cong chuyén mon ciua CMNT.




phong ¢ HS. Tdp trung kiém sodt phong ¢ hang ngay
va cac khu viee phdan cong)

- GV truc Ban trl méi ca truc ¢ 2-4 gido vién va co
dam bdo phéi hop véi GV triee NQay kiém sodt chdt ché st sé
- Giao vién truc co trach nhiéem dwa hoc sinh di tram-
Hang cdp thuoc gio hanh chinh, Pc Linh cdp thudc budi toi o\
- Gido vién 6n thi vao 10 dwroc mién 01 nhiém vu truc
lwong.
4. Phén cong quan 1y bép in Ban trd, chi tra ché d cho hoc sinh Ban tra.
a. To quan ly Ban tri:
- Pong chi Tir Viét Binh — T truéng
- Phan Pirc Thanh — Thuong tryc kiém tra;
- Hoang Vin Thing — Thuong truc giam sat;
b. Té bép in:
- Pong chi Tir Viét Binh — T6 trudng
- Pong chi Phan Pirc Thanh — T6 pho thuong truc(Lén thuc don, mua thuc pham, kiém soat chat lwong thuc pham, kiém soat
cong tac nhap/suat thuc pham theo cong khai, cong khai cac ché d6 cta hoc sinh, Lam ho so luu miu budc 1);
- Pong chi Ping Qudc Linh (Nhap kho thuc pham; kiém soat chét luong thuc pham dau vao, xuat thuc phdm, Lam ho son luu
mau budc 2)
- Hu Thi Tham, Sung Thi Biu, Sung A Thing (Nhan thuc pham theo cong khai, kiém soat chat luong thuc pham, ché bién
thuc pham, lwu mau thyc pham; Lam hé son luu mau bude 3)
- Pong chi Nguyén Vin Hao (Kiém soat toan bd qua trinh chdm com, mua thuc pham, ché bién thuc pham, ché do bita an hoc
sinh; ho so an hoc sinh, quyét toan cac ché ¢ cho hoc sinh)
- Cap dudng (Tiép nhan thuc pham; nau com, ché bién thuc pham, nau an va chia com, canh, thirc an theo dinh xuét; tham gia
qué trinh luu mau)

N, hoc sinh 6m nhe thi cho nam tai phong va lién h¢é Dc

2|
° 2 Id
gay hodc truc phong) dé dam bado cong tac on 10 co chat

* Chdm com chiéu ngay chii nhat, hodc cdc ngay nghi: Cudi tuan thir 6 GVCN cdc I6p chdam com chiéu chii nhét béo Té qudn
Iy dé chuan bi thwc pham chiéu chii nhét, néu HS nghi khéng ra phdi bdo cdo cdt com truée 15h00, néu khéng bdo coi nhw ndu com
nhung khong dn van té chive cham com dé quyét todn vi thire pham dd ndu xong.



/ “\«\UVEN B4y

¢.T6 giam sat: Giam sat thuong xuyén cic ch bién ban khi gidm sat(it nhat 03 lan/tudn)

- Pdng chi Tir Viét Binh — T4 truong ( Pt

- Pong chi Hoang Vin Thing— T6 pho thuony

- Lé Thi Liéu — TTCM

- Vwong Thi Bich - TTCM

- Pong chi Ping Kim Quynh — Gido vién

- Pong chi Bui Vin Thinh — Giéo vién

- Lo Thi Hién — TPTCM

- Lam Thj Nguyét - TPTCM

- Pong chi Nguyén Trong Dwong— Gi4o vién - Thanh tra nhan dan.

- Ban dai dién cha me HS;

- GVCN 12/12 16p;

d. Chi tra ché d6 cho hoc sinh hang thang.

- Budc 1: Ké toan 1ap danh sach chi tra cac ché do theo quy dinh(Hoan thién ho so quyét toan trude ngay Mung 10 hang thang);

- Buédc 2: Thii quy, thu kho cin ctr danh sach chi tra truc tiép cho hoc sinh(Hang thang dong chi Piang Qudc Linh chi tra ché do
cho hoc sinh vao ngay Ming 10 tai kho gao, tra 1an luot theo 16p).

- Bué6e 3: Gido vién chii nhiém kiém tra va xac nhan viéc chi tra cac ché do vao danh sach chi tra;

- Bué6c 4: Giam sat chi tra ché d6 cua Ban dai dién cha me hoc sinh; v kién cua T giam sat nha truong;

- Budc 5: Kiém tra giam sat va xac nhan cua Hiéu trudng;

- Budce 6: Kiém tra giam sat va xac nhan cua UBND x3;

- Bu6c 7: Kiém tra giam sat cia HDND x3;

- Budc 8: Kiém tra giam sat cua cac cap theo quy dinh.

5. Cong tac chuyén mén

- Cac moén khao sat: Toan, Van; Anh khao sat nghiém thu hang thang: Lop 9 nghiém thu [op 8, lop 8 nghiém thu [6p 7; lop 7
nghiém thu 16p 6; 16p 6 nghiém thu I6p 5 ciing cdc truong TH; Cde mon nay tdp trung vdao chat leong khdo sat han ché dy gio.
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- Cdac mon con lai tap trung gio du: Phuong fjk b0\ dong ciia hoc sinh, cdc mon nay tdp trung vao du gio dé tao
V va két qua boi dwdng HSG lam hiéu qua dao tao.

: Kiém tra chuyén mén bam sat vin ban 682 SGD&DT; Ban

phong trao hoc tdp; ldy hiéu qua hoat déng hoc tap 4l
- Kiém tra ngi bg: Gom kiém tra HT; PHT;
KTNT thuc hién nhiém vu do truédng Ban phan cong.
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