UBND XA KHANH TRUNG CONG HOA XA HOI CHU NGHIAVIET NAM

TRUONG TH KHANH TRUNG B Poc 1ap — Tw do — Hanh phic
S6: 03/ TB-THKTrB Khanh Trung, ngay 12 thang 8 nam 2025
THONG BAO

Vé viéc phéan cong nhiém vu cho cin bd gido vién nhén vién
Truong Tié¢u hoc Khanh Trung B
Nam hoc 2025-2026

Can ct tinh hinh thuc té trong qua trinh trién khai nhiém vu chinh trj cia
truong Tiéu hoc Khanh Trung B trong nam hoc 2025-2026;

Do c6 su thay d6i vé nhan sy trong nha truong;

Truong Tiéu hoc Khanh Trung B, thong bao phan cong nhiém vu cho can
b0, gido vién va nhan vién nha truong trong nam hoc 2025- 2026 nhu sau:

I. PHAN CONG CAC CHU'C DANH CHU CHOT

1. Pong chi: Nguyén Vin Ba— Phé Bi thu chi bd - Phé Hiéu truéng
phu trach truwong.

1.1. Chiu trach nhi€ém trudc Phong Van hoa — Xa hoi, UBND xa Khanh
Trung vé toan bo hoat dong ctuia nha truong.

- Can cir vao ké hoach chung va lich trinh cong tac hang thang dé trién khai
thuc hién ké hoach nam hoc, ké hoach cong tac thang.

1.2. Quan ly va diéu hanh moi hoat dong cua nha truong; tri€u tdp va chu
toa cac hoat dong cua nha truong; td chue chi dao trién khai cac chu truong cua
Pang, Nha nude va cac cip téi CB, GV, NV va hoc sinh trong truong.

1.3. Phu trach: Cong tac Bang; Cong tac t6 chic can bd; Tai chinh, tai san;
cong tac thi dua khen thudng.

1.4. Phu trach cac cudc van dong va phong trao thi dua "Xay dung truong hoc
Xanh — Sach — Pep — An toan — Hanh phuc". Cong tac duy tri trudng chuan Qudc
Gia muc do 2, cong tac kiém dinh chat lugng giao duc.

1.5 Truc tiép ky duyét KH cua cac to chirc doan thé, KH chuyén mén cta
nha trudng; cic van ban gui cic cip, cac nganh va cic van ban khac lién quan dén
hoat dong nha truong.

1.6 Phu trach chuyén moén chung; day 2 tiét/tudn; Hoi thi Gido vién day
gioi.

1.7 Phu trach cong tac kiém tra ndi bd; Thu vién - thiét bi; Phu trach
chuyén dé, Boi dudng hoc sinh Gidi, Hoc sinh Khuyét tat. Phan mém: EQMS,
phan mém quan 1y chat lugng gido duc; PMIS; EMIS, Quan 1y truc tuyén két qua
hoc tap cua hoc sinh. Phy trach cong tac kiém dinh chét luong. Cong tac ing dung
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cong nghé thong tin trong giang day; Phuy trach san choi cac mén hoc, ké hoach
tuyén sinh, hoc sinh hoan thanh chwong trinh tiéu hoc.

1.8. Phu trach cong tic PCGDTH- XMC; Trung tim hoc tap cong dong. Co
s& vat chat. Chi dao cong tac van thu; boi dudng thudng xuyén. Phu trach cong tac
Gi4o duc thé chat, hoat dong ngoai gid 1én 16p; cong tac ngoai khoa, hoat dong trai
nghiém.

1.9. Phu trach cong tdc Poan - D01, cong tac van nghé, Y té truong hoc,
cong tac lao dong v¢ sinh;

1.10. Chiu trach nhiém tiép dén it nhat 01/thang, chiu trach nhiém phat ngon
trude bao, dai khi co yéu cau.

2. Pong chi: Nguyén Viét Diing — Chi iy vién:

Phu trach va chi dao thuc hién mét sd mit cong tac sau:

- Phéi hop v61 BGH trong vige td chirc va danh gia moi hoat dong cuia nha
truong nhu cong tac to chic, chuyén moén, CSVC, thi dua khen thuong ...

- Phat dong va van dong cac thanh vién trong nha truong tham gia nhiéu
phong trao thi dua chao mumng cac ngay 1€ 16n trong nim hoc nhu: Cudc van dong
“Hoc tap va lam theo tu tudng dao dic phong cach H6 Chi Minh”; “MJdi thay c¢o
gido 12 mot tim guong dao duc tuy hoc va sang tao” Phong trao thi dua “Xay
dung truong hoc than thién, hoc sinh tich cuc”.

- T6 chirc tham héi téi gia dinh can bg, giao vién, nhan vién gap khoé khan,
6m dau; dong vién kip thoi co hiéu qua.

- Tham muu vdi cac cép BHXH, céc cong ty Bao viét dé thue hién tot cac
ché d6 bao hiém, phai dam bao c6 lgi cho can bo - gido vién - nhan vién trong don
VI.

- Cung v6i Ban Giam hiéu tham gia cong tac nganh va cong tac t6 chic.

- Xay dung chuan thi dua trong nim hoc mét cach thiét thuc phu hop véi
tinh hinh thyc té cia nha trudng.

- Tham gia danh gia, xép loai cho timg vién chirc theo hoc ki va nam hoc.

- Thyc hién day du cac loai hd so sb sach theo qui dinh va luu trix 1au dai.

- Lam mot s6 cong viéc khac khi duge Hi¢u trudng - Chi bd phan cong.

3. Pong chi: Tran Thu Hing - Bi thw Poan TNCS-HCM

Phu trach va chi dao thuc hién mét sd mat cong tac sau:

- Can ct vao Ké hoach nha trudng, phdi hop véi doan xi xdy dung ké
hoach hoat dong, nham thuc déy cac phong trao thi dua cua doan vién va t6 churc
Doi.

- Phéi hop cung TPT D0i chi dao hoat dong P61 TN dén tung chi dai.

- Phuy trach cac hoat dong vé Poan TNCS HCM; guong mau thuc hién cac
hoat dong CM va cac HP ngoai gio ciia nha truong.



3

- T chtrc chi dao cho Poan TNCS HCM vé sinh truong 16p theo su chi dao
ctua Hiéu truong.

- T chuc chi dao tét cac hoat dong Boan TNCS HCM.

- Thuc hién thu chi va quan ly cac loai quy Poan TNCS ding quy dinh.

- Thyc hién day du cac loai hd so s6 sach theo qui dinh va luu trir 1au dai.

- Chiu trdch nhiém trude Hiu trudng vé cac nhiém vy duoc phan cong.

- Thuc hién déy céc ché do bao céo cho chi bo, cép trén

- Lam mot s cong viée khac khi Ban giam hiéu phéan cong.

4. Pong chi: Pinh Thi Thim - Tong phu trach Pi:

Phu trach va chi dao thuc hién mot sb mat cong tac sau:

- Can ctr ké hoach nam hoc, TPT xay dung ké hoach t6 churc cac hoat dong
gido duyc thiéu nién, nhi déng trong nha trudng nham thic day phong trao hoc tap
va ren luyén cua hoc sinh theo 5 Piéu Bac HO day.

- Xay dung K& hoach to chitc d6i méi tiét sinh hoat tap thé dau tuan: TH
chttc cho hoc sinh giao luu véi toan trudng qua cac tiét muc Vian nghé, Ké
chuyén, ciu dd, tro choi bang Tiéng Viét hodc Tiéng Anh; khuyén khich, tao diéu
kién dé hoc sinh duoc chu dong diéu hanh;

- Trién khai cac ndi dung tuyén truyén theo chu dé, chu diém, nhiém vu
tung thang.

- Trong nam hoc, xay dung ké hoach t6 chtic cac hoat dong ngoai khoa,
gido dyc k¥ ning song, tham muu v6i nha truong to chic cic hoat dong trai
nghiém sang tao cho hoc sinh.

- Tham gia td chtrc cac hoi thi ATGT, TDTT... theo ké hoach lich trinh
nam hoc cua nha truong.

- Panh gia, xép loai, binh xét dé nghi khen thuéng danh hiéu Chau ngoan
Béac Ho, chuyén hiéu Poi Thiéu nién tién phong H6 Chi Minh.

- Phu trach phong trao thi dua xay dung “Truong hoc than thién, hoc sinh
tich cuc”.

- Thyc hién thu chi va quan ly céac loai quy Doi1 dung quy dinh.

- Thuyc hién day du cac loai hd so s6 sach theo qui dinh va luu trit 1au dai.
- Chiu trach nhiém truédc Hi€u trudng vé cac nhiém vy duoc phan cong.

- Thuc hién déy céc ché do bao céo cho chi bo, cép trén.

5. Pong chi: Pao Thanh Binh — Thu ky HPSP:

Tham gia mot sb mit cong tac sau:

Soan thao, ghi chép ndi dung cac cudc hop cua HDSP, cua td chire x3 hoi
khac khi l[am viéc vdi nha truong.

Soan théo cdc van ban hanh chinh vé cac hoat dong gido duc cua nha
truong.

Théng ké, tong hop cac sd licu.
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Tong hop tat ca cac loai hd so khen thudng cia trudng theo ting mébc thoi
gian.

Tryc ban khi BGH di vang, giai quyét va bao cdo lai cac cong viée khi
duoc Hiéu trudng uy quyén.

Tham gia cac hoat dong khéac khi dugc Ban giam hi¢u phan cong.

6. Pong chi: Pao Thi Hué; Nguyén Thi Yén; Tran Thi Huong Tra - T6
truéng t6 chuyén mon:

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

Xay dung ké hoach chung cua td, chi dao to vién thuc hién theo ké hoach
cla to chuyén mon, ké hoach chung cua nha truong. Chiu trach nhiém toan bd
chat lugng day hoc, gido duc & t6 khdi minh phu trach.

Piéu hanh cac hoat dong chuyén mén trong pham vi t6 (sinh hoat chuyén
mon, t6 chitc thao giang, du gio to vién, chuyén d¢, phan cong day thay...).

Tham gia cing BGH nha trudng trong cong tac kiém tra hoat dong day hoc
cua giao vién, hoc sinh.

Thuc hién mot sb cong viéc khac khi duge Ban gidm hi¢u phan cong.

7. Cac Pong chi: Tran Hung Hai; Nguyén Thi Huwong Giang - T6 pho to
chuyén mon:

Tham gia mot s6 mit cong tac sau:

Tham muu cho t0 truéng trong viéc xay dung ké hoach va diéu hanh thyc
hién ké hoach 6.

Soan thao, ghi chép, tong hop cac sb liéu vé cac hoat dong ctia to chuyén mén.

Diéu hanh cac hoat dong chuyén mon khi duoc t6 trudng uy quyén.

Tham gia mdt s6 hoat dong khac khi duwoc Ban gidm hi€u phan cong.

8. Giao vién:

8.1. Gido vién chu nhiém lop:

- Can ¢t vao ké hoach cua nha truong, ké hoach t9, xay dung ké hoach chi
dao cu thé cho 16p cht nhiém, nham nang cao chat luong gido dyc toan dién.

- Thyc hién giang day, kiém tra, danh gida HS dam bao ding quy ché.

- Phéi hop véi tong phu trach Poi va cac ban nganh t6 chirc cho cac em
tham gia cac hoat dong Pdi va sao nhi déng, cac hoat dong trai nghiém.

- Phéi két hop vé6i cha me HS trong cong tac quan 1y, gido duc, danh gid HS.

- Cac 1op: Co6 trach nhi¢m tham gia vao cac phong trao thi dua, cac hoat
dong do nha truong va Doi trién khai.

- Giang day, gido duc dam bao chat luong theo chuong trinh gido duc, ké
hoach day hoc; soan bai, 1é€n 16p, kiém tra, danh gia hoc sinh; quan 1i hoc sinh
trong cac hoat dong gido duc do nha trudng td chuc; tham gia cac hoat dong
chuyén mon; chiu trach nhiém vé chit luong, hiéu qua giang day va gido duc.
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- Bdo c4o thuong ky hodc dot xuat vé tinh hinh cta 16p véi Hiéu trudng.

- Thyc hién nhing cong viéc khac khi Ban giam hiéu yéu cau.

8.2 Gido vién by mon:

- Xay dung ké hoach bd mon dé thyc hién.

- Phéi hop véi gido vién chi nhiém, gido vién cung 16p, cha me hoc sinh
thuc hién viéc gido duc, danh gid hoc sinh.

II. PHAN CONG CONG TAC CHUYEN MON (Theo phu luc dinh kém)

Chii y: Ngoai cong tac giang day duoc phan cong trong phan II, GV ¢c6 tén
trén tham gia cac hoat dong khac khi dugc Ban giam hiéu phan cong.

III. PHAN CONG NHIEM VU CHO NHAN VIEN.

1. Pong chi: Nguyén Thi Pao - Ké toan T6 trwéng to vin phong

- Xay dung ké hoach chung cua td, chi dao to vién thuc hién theo ké hoach
t6, ké hoach chung ctia nha trudng.

- Biéu hanh cac hoat dong trong pham vi to.

-Thuc hién nhi€ém vu quan ly tai chinh, tai san trong nha truong va hach
toan ké toan, thong ké theo ché do quy dinh; dam bao chinh sach cho can b, giao
vién kip thoi ding quy dinh.

- Tham muu va thuc hi€n nhi€ém vu huy dong xa hoi hoa gido duc, huy
doéng cac ngudn lyc dé ting cudng CSVC ciing nhu cac diéu kién phuc vu cho
cong tac day va hoc.

Pé xuat phuong an va thao cac hop dong lao dong trong nha trudng.

Tham muu véi hi€u trudng trong viée thu, chi cac khoan quy cia nha
truong hop 1y va tiét kiém.

Theo ddi va cap nhit s6 Bao hiém ciia CB, GV, NV trong trudng.

Tham gia cac hoat dong khac khi Ban gidm hi€u phéan cong.

2. Pong chi: Bui Thi Nhung -Thw vién + Thiét bi; Thii quy

- Xay dung ké hoach thu vién, quan 1y sap xép khoa hoc dé dé tim kiém.
Mo s6 va cap nhat day du cac loai ho so ciia thu vién theo quy dinh, theo ddi tinh
hinh muon séach, thiét bi ciia gido vién va hoc sinh; két hop ké toan kiém ké tai
san vao cudi nam hoc va cudi nam hanh chinh (trong thang 12) hang nam.

+ Nhan vién thu vién c¢o6 lich hoat dong cu thé va chi tiét hang tuan, c6 ké
hoach cho hoc sinh str dung thu vién truyén thong, thu vién than thién hiéu qua.

+ Phbi hop vé1 GVCN va cac luc lugng gido duc t6 chirc cac hoat dong
gido duc tai thu vién (mdi thang mdi 16p c6 it nhat 02 tiét) nham phat huy hiéu
qua cua thu vién va phat trién vin héa doc ctia hoc sinh.

+ C6 quy ché str dung va bao quan sach bo, tap chi, tu liéu trén thu vién.
Xay dung ké hoach trién khai phong trao ty lam DDDH ciia GV trong nam hoc.

- Nhép giir va xuét tién theo dang nhiém vu va chirc ning cia nguoi thu quy.

- Pho t0, in 4n mot s6 tai liéu cua nha truong.
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- Phu trach khu van phong, tiép tan mdi khi nha trudng cé khéch.

- C6 trach nhi¢m theo doi, cap nhat viéc tham gia bao hiém y té, Bao Viét
cua CB, GV, NV va HS.

- Tham gia cac hoat dong khac khi Ban gidm hi¢u phan cong

3. Pong chi: Tran Thi Thio - Nhan vién bao vé -

Chiu trach nhiém bdo v¢, gilr gin va bao quan toan bd tai san cua nha
truong.

Pam bao an ninh trit ty, an toan co sd vat chat, phong chéng chay nd
trong trudng hoc, thuc hién tét cac ndi quy, quy ché cta nha truong.

Tham gia gitt gin va cai tao canh quan nha truong ludén xanh, sach, dep,
than thién.

Truc co quan 24/24 gid, theo ddi nam bat tinh hinh xay ra trong nha trudng,
bao cao 1anh dao nha truong kip thoi. BPong mé ctra theo quy dinh ctia nha truong;
nhic nhd phu huynh chap hanh dimg dung noi quy dinh trong viéc dwa don HS.

Tham gia cong tac lao dong v¢ sinh cua nha truong.

Thue hién nhitng cong viéc khac khi lanh dao yéu cau.

IV. TO CHUC THUC HIEN

- Pho hi¢u truéng phu trach truong: Quan li, chi dao chung, tryc 10
budi/tuan, thém budi néu c6 cong viéc phat sinh, dot xuat.

- Chi uy chi bo: Truc 2 budi/ tudn (thir 3, tht 6) dé giai quyét cac hoat dong
cua nha truong.

- Thu vién - thiét bi; Ké toan; Y té: Truc 10 budi/tudn, va cac cong tac phat
sinh néu co.

- Bao vé truc 24/24 (ké cd cdc ngay nghi)

Chu y: Toan thé can bo, g1d0 vién, nhan vién nha truong chiu trach nhiém
c4 nhan vé nhiém vu duoc giao truéc BGH va cép trén thudc linh vuc minh duoc
phu trach, déng tho1 tham muu véi lanh dao nha truong td chure thuc hién cong
viéc duoc phu trach dat hiéu qua theo ding chi tiéu ké hoach dé ra. Quan 1y va
hoan thanh céac hd so thudc linh vire phu trach day du, ding quy dinh. Chiju trach
nhiém cung cip diy di thong tin va hd so thudc linh vuc phu trach khi duoc kiém

tra.
Noi nh4n: KT. HIEU TRUONG
PHO HIEU TRUONG

-CB, GV, NV (dé t/h)
-Luu VT

Nguyén Viin Ba



