UBND HUYEN EAKAR CONG HOA XA HOI CHU NGHIA VIET NAM
Truong TH Lé Loi Poc lap — Tw do — Hanh phic
S8 58 /QD-NT

Cu Hué, ngay 05 thang 10 nam 2022

QUYET PINH
(V/v giao nhiém vu cho cac doan the va CCVC nam hoc 2022- 2023)

HIEU TRUONG TRUONG TIEU HQC LE LOI

Cian ctr thong tu s6 28/2020/TT-BGDDT ngay 4 thang 9 nam 2020 cta Bo
Gi4o duc va dao tao ban hanh Piéu 1¢ truong Tiéu hoc;

Cin ct Thong tu s6 28/2009/TT-BGD BT ngay 21 thang 10 nam 2009 ban
hanh quy dinh vé ché do lam viéc ddi véi gido vién pho thong va thong tu
15/2017/TT-BGDDT ngay 9 thang 6 nam 2020 sir d6i bo sung TT 28/2009.

Cian ¢t vao tinh hinh thyc té ciia nha truong;

Xeét nang lyc va kha nang cong tac cia CBGVNV.

QUYET PINH
Piéu 1. Nay giao nhiém vu cho céc doan thé va timg c4 nhan CBCC cua nha
truong trong nam hoc 2022 — 2023 ( ¢6 bang phan céng cu thé kém theo)
Piéu 2. C4c doan thé va CC VC trong trudong phai hoan thanh tét cong viéc
va chiu trach nhiém trude Hiéu truong va phép luat vé nhiém vu duge phan céng.
Diéu 3. Cac doan thé va ca nhan co tén tai diéu 1 chiu trach nhiém thi hanh

quyét dinh nay. Quyét dinh c6 hiéu luc ké tir ngay ky./.
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DANH SACH PHAN CONG NHIEM VU
Cho can bg gido vién nhan vién
Nim hoc 2022 — 2023
(Kém theo quyét dinh sé: 58/0D-NT ngay 5 thang 10 ndm 2022
cua Hiéu truong truong TH Lé Loi)

TT Ho va tén Chirc vu Nhiém vu dworc giao Ghi
chu

1 | Tran Thi Héng Lan HT Phu trach diéu hanh chung,
phu trach cong tac tai chinh,
cong tac to chirc can bo.

2 | Mai Van Tan P.HT Phyu trach chuyén mén khdi
3.4.,5; phé cap; CSVC,

3 | H Bé La Nié P.HT Phy trach chuyén mon khoi
1,2; Phong trao; KDCL.

4 | Nguyén Thi Bich Ngoc GV, TPTb - TPTD, day 2 tiét thé duc.

- C6 trach nhiém tuyén chon,
tap luyén doi tuyén van nghe,
Erdbic.. v.v.

5 | Lé Thi Hong Phuong GV,CTCP | Day mon Tiéng Anh khoi 4,
16p 3a,3b. Phu trach mang
thuc hién cac cudc van dong
va hoat dong phong trao cua
GV. Két hop phd bién, tuyén
truyén cho CDV nam bat va
thuc hién tdt cac van ban chi
dao ciia cac cap kip thoi .

6 | Nguyén Thi Huong GV Chu nhiém, day 16p 1A
7 | Tran Thi My Hoa GV Cht nhiém, day 16p 1B
8 | Vi Thi Ngoc Xuyén GV, TTCMK1 | Chu nhiém, day 16p 1C, kiém
TTCM khéi 1.
9 | Tran Thi Huong GV, BCHCP | Chu nhiém, day 16p 1D
10 | boan Thi Van GV Chu nhiém, day 16p 2A
11 | Bang Thi Kim Huong GV Chu nhiém, day 16p 2B
12 | Lé Thi Tuyét GV Chu nhiém, day 16p 2C
13 | Mai Thi On GV, TTCMKZ2, | Cha nhiém, day 16p 2D , kiém
TBTTND | TTCM khoi 2.

Xay dung KH hoat dong cua
BTTND trong nam theo thang,
tuan; Lam b/c, thuc hién
nhiém vu cua BTTND theo
ding quy dinh.




14 | Pau Thi Hién GV Chu nhiém, day 16p 3A

15 | Nguyén Thi Hién GV Chu nhiém, day 16p 3B

16 | Trinh Thi Hong GV, TTCMK3 | Cht nhiém, day 16p 3C, kiém
TTCM khoi 1.

17 | L&m Thi Mai Loan GV Chu nhiém, day l6p 3D

18 | Nguyén Vin Ngan GV, TTCMK4 | Chu nhiém, day 16p 4A, kiém
TTCM khoi 4.

19 | Ngo6 Thi Sim GV Chu nhiém, day 16p 4B

20 | Pham Thi Hoa GV Chu nhiém, day 16p 4C

21 | Nguyén Thi Thuy GV Chu nhiém, day 16p 4D

22 | Pham Thi Tuoi GV, TTCMKS5 | Chu nhiém, day 16p 5A, Kiém
TTCM Kb5.

23 | L& Quang Thanh GV Chu nhiém, day 16p 5B

24 | Pham Thi Kim Thoa GV Chu nhiém, day 16p 5C

25 | Y D Long Nié GV Chu nhiém, day 16p 5D

26 | Ho Thi Hat GV,TTCM t0 | Day tin hoc tir K3- k5, kiém

bd mon TT chuyén mén to bd mon.
Bao quan, phu trdch phong
may gido vién, phong tin hoc.
Phy trach cic phan mém
quan ly trong truong.
27 |Nguyén Thi Phuong| GV, TKHD |Day My thuit 20 16p, kiém
Nga TKHD, day thu cong 16p 4b.

28 | Nguyén Thi Hoan GV tiéng Anh | Day tiéng Anh 16p 3c,3d, khoi
5.

29 | Vii Thi Kim Anh GV amnhac, |Day Am nhac 20 16p, kiém to

to phé t6 bod pho t6 bd mén, day thu cong
mon 4a,5a3,5b, cung GV TPT tap
luyén doi tuyén vin nghé.

30 | Nguyén Vin Ly GV day thé duc | Day TD k1, k4,K5,5d(1 Tiét).
Phu trach mang GDTC cua
nha trudng.(tuyén chon, 6n
luyén doi tuyén HSG TDTT).

31 | Y BLaih Ml GV day tiéng E | Day tiéng E dé 16p 3,4,5.

dé, thé duc | Day thé duc khdi 2, 3b,5d (1
tiét)

32 | Nguyén Thi Hang K.toan truong Chiu trach nhiém vé chuyén

TTTVP

moén nghi¢p vy tai chinh.
Chuan bi céc vian ban, ho so
tai chinh, cac Hb cho HT
ky.Tham muu cho HT cac van
dé lién quan dén tai chinh.

Lén KH hoat dong cua td van




phong trong nam theo thang,
tuan; To chirc sinh hoat t6 theo
quy dinh.

Lam cong tidc khac theo su
phan cong ctua HT.

33

Hoang Thi Pinh

Ve:m Thuz Kiém
to pho t6 van
phong

Phu trach toan bg cong van di
va dén, ghi chép day du cac
ndi dung cdt muc trong )
cong van di va sd coéng vian
dén; C6 trach nhiém danh may
va sao luc cac van ban theo
yéu cdu cua hiéu trudng, in
sao thong tin cho nguoi phu
trach.

Lam cong tac khac theo su
phan cong cua HT.

34

Dinh Thi Bich Nguyén

N.vién thu
vién, thiét bi.
Phu trach cong
tac phap ché;

Thu qu§

Phu trach, bdo quan phong
thu vién, thiét bi cta truong.
Lén ké hoach hoat dong cua
thu vién trong mot nam hoc
theo thang, tuan. Tham muu
cho HT vé mua sam, thanh Iy
SGK, thiét bi thu vién.

Tuyén truyén coéng tac phép
ché trong nha trudng. cip nhat
ho so phap ché.

Lam cong tac khac theo su
phan cong cia BGH.
Quan 1y toan bd sd tién mat
cua don vi, gitr bi mat sd du,
tién mit tai cac thoi diém;
Trung thuc, c6 trach nhiém
cao trong quan ly xuat, nhap
quy tién mat; Thu tién cta HS
hang ngay phai cho GVCN ky
day du vao so. Chuyén tién
vao tai khoan nha truong;
Xuat tién dung nguyén tac tai
chinh: C6 phiéu chi, phiéu tmg
khi da c6 chir ky cua hiéu
truong va ké toan.

35

Nguyén Thi
Trang

Thanh

Y té hoc
duong .

- Phu trach, bdo quan phong Y
té cua truong. Lén ké hoach
hoat dong cua Y t€ trong mot




nam hoc theo thang, tuan (to
chitc thuc hién KH phong
chéng mot sé dich bénh cho
HS, kham strc khoé cho HS...)
Tham muu cho HT vé mua
thém, thanh 1y thudc da hét
han. Kiém tra, giam sat viéc
thuc hién VSATTP bép an HS
ban tra. Ldy va luu mau thuc
an.

Theo ddi, tuyén truyén GV,
HS tiém Co-vid bao cédo kip
thoi.

Lam cong tac khac theo su
phan cong ctua HT.

Doan Nhat Ban N.vién - Chiu trach nhiém bao vé tai
béo vé san, CSVC, trang thiét bi nha
truong 24/24 gid cac ngay.

- Cham soc cay trong truong.

- Trong gilt xe hoc sinh, GV,
khéch lam vigc, dé mat mat tai
san phai chiju trach nhiém dén
bu.

- Stra chita nho co s& vat chét
trong nha truong.

- Thuc hién nhiing nhiém vu
khac khi dugc hi¢u trudng
giao.

1. Cac t6 khoi truéng:

+ Pé ra ké hoach va chu tri cac cudc hop hang thang caa té ding quy dinh.

+ Lén lich b&o giang theo dlng CT cho t6 thuc hién.

+ Chiu trach nhiém vé chét luong day - hoc cua t6.

+ Ra dé kiém tra dinh ky.

+ T6 chuc céc dot thao giang, chuyén dé, kiém tra ho so cua to.

2. C4c GVCN 16p:

Chiu trach nhiém vé céng tac chu nhiém 16p, chat luong cua Idp minh day,
cac hoat dong phong trao cua lop CN.

3. GV khong chi nhiém, GV b mén:

Chiu trach nhiém quan 1y hoc sinh khi khong ¢6 GVCN, ¢6 trach nhiém vé
chat luong ctia 16p minh day.

4. GV trong ca trua :




- Chiu trach nhiém quan ly, cham s6c HS & lai truong tir 10h20- 13h45 céc
ngay trong tuan (thir 2,3,5,6) dam bao an toan vé tinh mang, tinh than cho HS khi
an, nghi tai truong.

- Cho HS an trua, cho HS ngu trua, dam bao an toan, hop vé€ sinh, khoa
hoc, dung thoi gian quy dinh .

5. Té vian phong: Phan cong quét don van phong va lam mét s tap vu
khac. Néu la ngay 18, tét tong don vé sinh thi tat ca nhan vién phai cling nhau don
dep.

CHU TICH CONG POAN

Lé Thi Hong Phuong
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