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TRUONG THPT NAM TRUC Poc 1ap - Tu do - Hanh phiic
S6: 173/QD-THPT NT Nam Truc, ngay 26 thang 8 nam 2026
QUYET PINH

Ve viéc phan cong nhiém vu can b, giao vién, nhan vién
nam hoc 2026 - 2027

HIEU TRUONG TRUONG THPT NAM TRUC
Can cir Diéu 1¢ truong trung hoc co so, truong trung hoc phé thong va
truong pho thong co nhiéu cap hoc ban hanh kem theo Thong tw s6 15/2026/TT-
BGDPT ngay 24/3/2026 cua Bo truong Bo Giao duc va Pao tqo,
Can cir Thong tw s6 05/2025/TT-BGDDT ngay 07/03/2025 quy dinh ché dp
lam viéc doi voi gido vién pho thong, dv bi dai hoc;
Can cir tinh hinh thuc té cia don vi;

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

QUYET PINH:

Piéu 1. Phan cong nhiém vu cho can b, gido vién, nhan vién trudong THPT
Nam Truc nam hoc 2026-2027 (Co phdn cong cu thé kem theo).

Diéu 2. (;én bo, gido vién, nhan vién Truong THPT N;lm Truc can cu vao
nl}iém vu cu thé duoc phan cong cé trach nhiém xay dung ké hoach va thuc hi¢n
ke hoach phu hgp véi dac thu cong viéc duge giao.

Piéu 3. Quyét dinh co hitu lyc ké tur ngay ky. Cac 6ng (ba) lanh dao don vi,

cac to/nhom chuyén mén, t6 vin phong, cac t6 chuc doan thé truong THPT Nam
Tryc va nhitng ngudi c6 tén tai Diéu 1 chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhan:

- Nhu diéu 3 (dé t/h); HIEU TRUONG
- Luu: VT. - =

a0 Van Duan



PHAN CONG NHIEM VU CHO CAN BQ, GIAO VIEN, NHAN VIEN TRUONG
THPT NAM TRUC, NAM HOQC 2026 - 2027
(Kem theo quyét dinh so: 173/QD-THPT NT ngay 26 thang 8 nam 2026 cua
Hiéu truong trwong THPT Nam Truc)

I. Lanh dao don vi (Hiu truong, cac phé Hi¢u trudng)

1. Hiéu truémg: Ong Pao Vin Duin

- Chiu trach nhiém truéc S¢ GD&DT va lanh dao cac cép vé toan bd hoat dong cua
nha truong.

- Quan ly va diéu hénh moi hoat d(f)r}g cua nha truong; tri¢u tdp va chu toa cac hoat
dong cta nha trudng; to chire chi dao trién khai cac chu truong cua Dang, Nha nudce va
cac cap t61 CBGV, NV, hoc sinh trong truong.

- Phu trach cong tac tiép cong dan; giai quyét khiéu nai, td cdo, phong chdng tham
nhirng, tiét ki€ém lang phi, xung dot loi ich.

- Phu trach cong tac vi sy tién bo phu nir cua don vi.

- Chi dao, quan 1y va giai quyét mot s6 cong viéc chinh nhur sau:

+ Tai chinh, k& hoach;

+ Céc van dé lién quan dén hoc sinh (chuyén di, chuyén dén, ky luat...);

+ Chi dao céc t6 chirc, doan thé hoat dong theo chiic nang;

+ Cong tac quy hoach can bd; quan Iy hd so CB, GV, NV.

- Phu trach mét s6 viéc cu thé vé cong tac chuyén mon cua nha trudng:

+ Bién ché 16p cho hoc sinh;

+ Phéan cong nhiém vu cho can b0, gido vién, phan cong giang day cho gido vién,
phan cong chu nhiém céc 16p;

+ T chuc cong tac tuyén sinh vao 16p 10;

+ T6 chite chi dao cong tac ra dé thi, phan bi¢n dé thi, cong tac chim thi;

+ Ky hoc ba l6p 10.

- Tryc tiép ky duyét ké hoach cua cac t6 chirc doan thé, cac van ban gui cac cap, cac
nganh va cac van ban khac lién quan dén hoat dong nha truong.

- Xdy dung quy hoach phat trién nha trudng, t6 chirc thyc hién ké hoach nhiém vu
nam hoc, bao céo, danh gia két qua voi cap trén.

- Chu tich Hoi dong thi dua, khen thuong, ky luat.

- Theo ddi, kiém tra viéc thuc hién nhiém vu cua cac Pho Hiéu truong.

- Cép gidy di cong tac, gidy phép cho can bo, gido vién, nhan vién.

- Thyc hién viéc ky két cac hop dong lao dong, tiép nhan va diéu dong gido vién
theo quyét dinh.

- Thuc hién céac ché d6 chinh sach, quy ché dan chu, cong tac xa hoi hoa giao duc.
Chi dap thuc hién céc phong trao thi dua, cac cudc van dong cia nganh; thyc hién cong
khai d6i voi nha truong.

- Truc tiép phu trach, chi dao t6 Vat 1 - Cong nghé.

2. Pho Hiéu truwéng: Ong Nguyén Vin Nam - Phu trach chuyén mén

Phu t{éch va chi dao thuc hién mot sd linh vuc nha truong do Hiéu trudng phan
cong, cu thé nhu sau:

- Lap K& hoach xay dung truong chuan qudc gia, kiém dinh chat luong va Trudng
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hoc xanh-sach-dep. Truc tiép phu trach tiéu chuan 1, 5

- Quan 1y va chi dao thuc hi¢n vé cong tac chuyén mon: Lap ké hoach gido duc nha
truong, chi dao cong tdc chuyén mon cua cac t6, hudng dan cho hoc sinh, gido vién thyc
thyc hién quy ché chuyén mon va lam truong Ban tri duc.

- Phé duyét Ké hoach gido duc t6 chuyén mon, phan cong chuyén mon cua cac to
chuyén mon trong nam hoc 2026 - 2027,

- Chi dao va phé duyét ké hoach day hoc cua tirng moén, co cAu cac tiét tu chon, quy
dinh vé cho diém, danh gia két qua hoc tap cua hoc sinh.

- Phu trach thdi khoa biéu, 1ap ké hoach, quan 1y viéc day thay, day bu.. .diéu dong
GV tham gia cac cong viéc do S6 GD&DT yeu cau. Hang tuan, hang thang bdo cao viéc
thuc hién ngay cong, gid cong cla gido vién, tong hop day thay, day bu cta gido vién.

- Chiu trach nhiém vé viéc kiém tra danh gia, vao diém cua gido vién; viéc vao diém
va ky hoc ba cta gido vién trén Vnedu;

- Lén ké hoach, t6 chirc thuc hién cac ky kiém tra dinh ky (giita ky, hoc ky), thi thir
TN THPT, thi hoc sinh gioi cap truong: Lich thi, danh sadch phong thi, phan cong giam thi,
to chtrc di€u hanh thi, thong ké phan tich két qua cac ky thi, gui két qua thi vé PHHS. . ;

- Lap ké hoach va to chirc cudc thi, hoi thi lién quan dén giao vién va hoc sinh:

+ Thi gido vién gioi cac cap, viét sang kién;

+ Thi chinh phuc Ielts, thi hoc sinh gioi cac cép, thi olympic cac mon, Thi KHKT va
Stem (néu s¢ to chuc), Thi TDTT...(Trir cac cudc thi tim hiéu cua GV&HS, Hdi thi giai
Toan va cac mén KH bang tiéng Anh);

- T6 chirc kiém tra lai cho hoc sinh, chi dao cho cac bd phan c6 lién quan: Gido vién
chu nhiém, gido vién bd mon, nhan vién van phong hoan thanh hé so kiém tra lai, truc ti€p
xét duyét két qua thi lai; T chirc ki€m tra chuyén d61 mén hoc cho hoc sinh;

- Xay dung ké hoach va phu trach cong tac boi dudng thuong xuyén cia CBGV;

- Lap ké hoach, quan ly, chi dao viéc trién khai, tdp hudn cic ndi dung chuyén dé
chuyén mon ma B§ GDDT va S& GDDPT da tap huan cho can bg, gido vién trong nam hoc,
cac ndi dung yéu cau tap huan cua nha truong;

- Lap ké hoach chi dao va t6 chirc thuc hién cong tac kiém tra ndi bo cua co quan;

- Quan ly toan bd cac hoat dong day hoc trong nha truong: On thi TN, BDHSG, phu
dao HS yéu kém...

- Chi dao va t6 chic quan 1y cac loai hd so chuyén mon chung cta nha truong: S6
diém 16p, s6 ghi dau bai, s6 dang bo, so6 cap phat bang, s6 theo doi cong van, hd so hoc
sinh...;

- Theo ddi né nép cua can bd gido vién, ho so thanh tra ciia can bo, gido vién. Bao cdo
viéc thuc hién n€ nép cua gido vién dinh ky hang tuan, tong hop gui két qua cho cac to
chuyén mon vao cuoi ky dé 1am co s¢ danh gia thi dua;

- Lap ké hoach theo ddi viéc, duyét va tham muu véi Hiéu trudng thanh toan gid thira
cho gido vién;

- Duyét két qua gido duc hoc sinh 16p 12, Ky va duyét s6 diém, hoc ba hoc sinh khdi
12:

- Phuc trach cong tac danh gia chuan nghé nghiép cta gido vién, chuan hiéu trudng,
pho6 hi¢u truong hang nam; danh gia vién chirc & nguodi lao dong;

- Phu trach céc hoat dong cua can b, gido vién, nhan vién (van hod van ngh¢ thé thao,
nhan dao tur thién v...v);
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- Phu trach hd so cong tac tuyén sinh vao 10;

- Phuy trach, chi dao cac t6: Hoa - Sinh, Téng hop va Toan - Tin;

- Tham muru viée ra soat, bd sung cac quy dinh, quy ché, ndi quy co quan: Quy ché chi
tiéu nd1 bo, Quy ché dan chu trong co quan, Quy ché thi dua CB-GV-NV...

- Thay mit Hiéu trudng diéu hanh cac hoat dong, giap Hiéu truong giai ’quyé't nhirng
cong viée, ky duyét cac hoat dong cua can bg, giao vién va cac van ban gui cap trén thude
linh vuc phu trach va céac linh vyc khéac khi dugc Hiu truong uy quyén.

3. Ph6 Hiéu truwéng: Ba Nguyén Thi Nhan - Phy trach cong tac hoc sinh, hoat dong
ngoai gio 1én 16p; trai nghiém, hudéng nghiép; hoat dong GD tép | thé va img dung cong nghé
thong tin va chuyén d6i s trong truong hoc; co so vat chat, y té, lao dong vé sinh, an toan
an ninh truong hoc; van thu luu trir.

- Theo doi, tham muu cho Hi¢u truong cong tac cong khai moi linh vyc trong truong
hoc theo quy dinh. Luu trit cac van ban vé€ cong khai cia nha trudong.

- Tham gia thyc hién xay dung truong chuan qyéc gia, kiém dinh chét luong va
Truong hoc xanh-sach-dep. Truc ti€p phu trach ti€u chuan 2, 3, 4

- Lap ké ’hoach va td chirc thue hién ,céng tac gido duc chinh tri tu ‘guc’mg, thé qhét, y té
truong hoc; ké hoach tu stra co s¢ vat chat, lao dong v¢ sinh; phong chong chdy nd, phong
chong thién tai...;

- Xéy dung ndi quy cho hoc sinh, xay dL_rng tiéu chi danh gid thi dua cf}a cac 16p,
duyét két qua thi dua cua cdc 16p dinh ky theo tuan, thang, hoc ky, ndm hoc. To chirc cho
hoc sinh hoc ndi quy dau nam;

- Chi dao, theo ddi cong tic chii nhiém 16p, kiém tra nhan xét, ky duyét SO chii nhiém,
cac 16p dinh ky theo thang, hoc ky, cd nam. Chu tri cac cudc hop chu nhi¢m hang tuan;

- Phu trach hoat dong cia Poan thanh nién;

- Xay dung ké hoach, t6 chire thuc hién cac hoat dong NGLL, TNST, GDHN cho hoc
sinh.

- Tryc tiép xt 1y nhitng hoc sinh vi pham ndi quy, chi dao cho gido vién chu nhiém
lién h¢ thuong xuyén voi gia dinh trong viéc gidao duc hoc sinh.

- Duy¢t két qua xép loai Hanh kiém hoc sinh toan truong theo thang, hoc ky, nam hoc.

- Duyét két qua gido duc hoc sinh 16p 10&11. Ky va duyét so diém, hoc ba hoc sinh
khoi 11.

- Phu trach linh vuc: Gido duc phap luat; Cai cach hanh chinh; Chi s6 canh tranh;

- Phu trach cong tac khuyén hoc, xa hoi hoa gido duc;

- Phu trach ing dung cong nghé thong tin trong nha trudong: Vnedu, quan ly trang
Web, email chung; nhom face CBGV, GVCN, hoc sinh nha truong; lap bao cao, cap nhat
hé‘so cg’tn b gido vién, thong tin truong hoc trén hé th(A)l’lgNCU s¢ dit ligu toan nganh, cac
phan mém Ung dung trong quan ly nha truong, quan 1y thi, ho trg cong tac giang day.

- Chju trach nhiém in 4n hoc ba, s6 diém, s dang bo tur phén mém Vnedu;

- T6 chirc ra soat, bd sung cac vin ban sau trong nha truong: 1- Quy ché chi tiéu noi
bd, 2- Quy ché thuc hién dan chu; 3- Quy ché 1am viéc cta co quan; 4- Quy ché xdy dung
van hoa co quan; Quy ché mua sim tai san cong; Quy ché thi dua...Tiép thu y kién dong
gop, t6 chirc thong qua cac loai quy ché trén;

- Quan 1y hd so, co 8O dir liéu cua can bg, gido vién, nhan vién trong phan mém Quan
1y nha truong Vnedu, phan mém Quan ly cong chure vién chirc, CSDL nganh.

- Phu trach hé so thi dua va phan mém thi dua cia don vi.
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- Phu trach thyc hién cong khai tai don vi: Xay dung ké hoach, quy ché, béo cdo...

- Phy tréch mot s cudc thi lién quan dén gido vién: Thiét ké bai giang, céc cudc thi
tim hiéu...

- Phu trach, chi dao cong tac cta cac t6 chuyén mon: Ngir van; Tiéng Anh va T6 Vin
phong;

- Phu trach cac hoat dong phong trao, van hoa, van ngh¢, hoat dong TDTT cua hoc
sinh trong nha trudng;

- Lap ké hoach va t6 chtic thyc hién cudc van dong: An toan giao thong, cudc thi van
hoa, van nghé, hudng tng cac ngay ky ni€m, cac thang hanh dong (Vi tré em, phong chong
AIDS...).

- Phu trach cac cudc thi ngoai chuyén mén dugc td chirc cho hoc sinh;

- Quan 1y toan bo cac hd so vé cac cong trinh xdy dung, hd so vé tai tro cla trudng;

- Phu trach cong tac tu van va cong tac x4 hoi trong truong hoc.

- Lén lgé hoach, tham muu trong viéc quy dinh trach nhi¢m sir dung va bao quan cac
co s¢ vat chat, cac tai san cua nha truong.

- Phat hién 13p bién ban, quy dinh trach nhiém dén bu ,Véi nhiing tai sé}n bi hu héng
mat mat. Tham muu cho Hi¢u truong viéc stra chira, mua sam cac trang thiét bi mai, sua
chira co s¢ vat chat cia nha truong;

- Theo dbi, kiém tra viéc st dung dd dung day hoc, thiét bi thi nghi¢m, thu vién;

- Phu trach cong tac phd cép;

- Phu trach cong tac phap ché trong nha trudng, truc tiép lam to truong té phap ché
trong co quan;

- T6 chire thuc hién cong tac phong chéng tham nhiing (xay dung Ké hoach, t6 chirc
thue hién, luu trit hd so, bao cao cip trén...);

- T6 chirc viéc Ké khai tai san ctia ¢4 nhan trong co quan;

- Tham muu cho Hiéu trudong vé vige t6 chtrc ky hop dong cho timg nhan vién vin
phong: Van ban quy pham phap luat, mau hop dong, vi tri viéc 1am cia timg nhan vién, du
kién mirc luong, cach thirc t6 chure, thuc hién. .

- Tryc tiép chi dao vé cong tac van thu lu’u trir cua truong;

- Phu trach viéc dang ky duy thi, hd so du thi tot nghiép ctua HS.

- Thay mat Hiéu truéng diéu hanh cac hoat dong, giup Hiéu truong giai ’quyét nhting
cong vi¢e, ky duyét cac hoat dong cua céan bo, gido vién va cac van bén guri cap trén thudc
linh vyc phu trach va cac linh vuc khac khi dugc Hi€u trudng uy quyén.

II. Bi thw va Pho Bi thu Doan truwdong

Phéi hop vo1 nha truong phu trach va chi dao thyc hién mdt sb cong viéc sau:

- Xay dung ké hoach va chi dao cac hoat dong cua BPoan TNCS HCM,;

- Phat dong, duy tri cac phong trao thi dua cua hoc sinh, t6 chirc cac ngay ky niém,
cac thang hanh dong theo quy dinh, huéng dan thuc hién hang nam,;

- Tham gia phu trach cong tac quan ly né nép khdi hoc sinh; xdy dung quy ché thi dua
clia cac 16p; Tiéu chuan tap thé tién tién. .

- Tham gia t6 chirc hoat dong ngoai khoa, ngoai gio 1én 16p cua hoc sinh.

- Quan ly, chi dao hoat dong cta cac cau lac bd cua hoc sinh trong nha trudong.

- Theo ddi, chtng kién vé viéc thuc hién cac quy dinh vé cong khai trong truong hoc.

- Thyue hién mot s6 cong viéc khac khi dugc Lanh dao don vi phan cong.
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III. T6 truwémg, to phé to chuyén mén, giso vién.

Phu trach va chi dao thwe hién mét so cong viée sau:

1. T truwéng t6 chuyén mén

- Tham muu viéc xay dung ké hoach gido duc nha truong;

- Xay dung Ké hoach gido duc cua to g:huyén mén, Ké hoach day hoc bd méq (chinh
khoa, 6n thi TN, BD HSG, phuy dao HS yéu kém...); gitip gido vién xdy dung ké hoach
cong tac chuyén mon, kiém tra dén doc moi to vién thyc hién dung k& hoach da dé ra.
Hoan thanh va ndp cac bdo cdo cua t6 theo dung thoi gian qui dinh;

- Ky duyét: K& hoach day hoc cua gido vién...

- Xay dung quy dinh thi dua trong t6 (cac tiéu chi danh gia, cach cho diém, st dung
két qua thi dua...);

- Tham muu cho Hiéu trudng vé cong tac chuyén mon cho gido vién, phén cong
nhiém vu thuc hién nhi€ém vy ndm hoc cho tung thanh vién trong to;

- Chu tri cac cude hop t6 chuyén mon hang tuin, cac cudc hop danh gia thi dua, cac
hoat dong hoi thao chuyén mén, tip hudn chuyén mon cic mon thude t6 quan 1y;

- Thuc hién dénh gia vién chutc, chuan nghé nghiép gido vién theo quy dinh va theo
chtrc trach nhiém vu dugc giao;

- Kiém dién, theo ddi Vié::C thuc hién gio chao co thtr 2 hang tuan, cac c~u©c hop ¢o6 su
tham gia cua cac thanh vién t6 chuyén mén, cac hoat dong ky niém nhing 1€ 16n, cac hoat
dong tap thé co su tham gia cia gido vién;

- Trao d0i va dénh gia sang kién kinh nghiém, t0 chirc dy giv 1én 16p dé rit kinh
nghiém, t6 churc thao gidng, chuyén dé, to chtrc boi dudng nang cao trinh dd t6 vién;

-Té chire phong trao thi dua trong t6, nhan xét danh gia t6 vién dé nghi khen thuong
va ky luat doi véi té vién. Diéu hanh, quan 1y, t6 chirc cac budi sinh hoat to;

- Tham gia cong tac kiém tra hoat dong day hoc ctia gido vién, hoc sinh khi dugc
triéu tap;

- Thuc hién mot s6 cong viée khac khi dugc Lanh dao don vi phan cong.

2. T6 pho6 chuyén mén

- Gitp viéc, tham muu cho t6 truong trong viéc xay dung ké hoach va diéu hanh thuc
hién k& hoach to;

- Soan thao, ghi chép, tong hop cac sb liéu vé cac hoat dong cua td chuyén mon;

- Piéu hanh cac hoat dong chuyén mon khi dugc t truong phan cong, uy quyén;

- Tham gia cong tac kiém tra hoat dong day hoc cua gido vién, hoc sinh khi dugc triéu
tap,

- Thyc hién mot sb cong viéc khac khi dugc Lanh dao don vi phan cong.

3. Giao vién by mén

- Thuc hién nhiém vu t6 chirc cac hoat dong day hoc, giao duc theo ké hoach gido
duc cua nha truong va ké hoach gido duc cua to chuyén mén; quan ly hoc sinh trong cac
hoat dong gido duc do nha truong t6 chirc; tham gia cac hoat dong chuyén mon; chiu trach
nhiém vé chat luong, hi¢u qua gido duc;

- Trau dbi dao duc, néu cao tinh than trach nhiém, gir gin pham chat, danh dy, uy tin
ctia nha gido; guong mau trudc hoc sinh; thuong yéu, doi xir cong bang va ton trong nhan
cach cua hoc sinh; bao vé cac quyén va loi ich chinh dang cua hoc sinh; doan két, gitp d&
dong nghiép;

- Hoc tép, rén luyén dé nang cao suc khoe, trinh do chinh tri, chuyén mon, nghiép vu,



d6i méi phuong phap day hoc, gido duc;

- Tham gia tap huan, bdi dudng chuyén mén, nghiép vu;

- Tham gia cong tac pho cap gido duc trung hoc co s¢ & dia phuong;

- Thyc hién nghia vu cong dan, cac quy dinh ctua phap luat va cua nganh Gido duc, qéc
quyét dinh cua Hi¢u trudng; thuc hiér} nhi¢m vy do Hiéu trudéng phan cong, chiu sy kiém
tra, danh gia cuia Hi€u trudng va cac cap quan ly giao duc;

- Phoi hop v6i Poan Thanh nién Cong san H6 Chi Minh, gia dinh hoc sinh va cac t6
chtrc xa hoi lién quan dé t6 chirc hoat dong gido duc;

- Thyc hién cac nhiém vu khac theo quy dinh cua phép luat.

4. Gido vién chi nhiém

Ngoai cac nhiém vu cua gido vién, con ¢ nhiing nhi¢m vu sau day:

- Tim hiéu va niflm vitng hoc sinh trong 16p vé moi mit dé co bién phap t6 chirc gido
duc sat doi tugng, nham thac day su tién bd cua ca 16p;

- Lién hé, phéi hop v6i phu huynh, gido vién bd moén, Doan truong, cac to chic xa hoi
cé lién quan trong hoat dong gidng day va gido duc hoc sinh;

- Chiu trach nhi¢m viéc thu thap cdp nhat thong tin vé hoc sinh trén Vnedu dam bao
chinh xéc, kip thoi;

- Chi dao hoc sinh lao dong, hoc sinh thuc hién cong viéc truc tuan theo quy dinh;

- Nhan xét, danh gia V‘E‘i xép loai hoc sinh cubi ky va cudi nim hoc; dé nghi khen
thuong va ky luat hoc sinh; dé xué}t da}nh sach hoc sinh dugc 1én 16p, thi lai rén luyén trong
he, & lai 1op; hoan thién viéc ghi s6 diém, hoc ba cua hoc sinh;

- Nhan xét danh gia vao so ghi dau bai hang tuan theo quy dinh;

- Bao cdo thuong ky hoac dot xut (néu c6 tinh hinh dic biét) vé tinh hinh cua 16p voi
Hi¢u truong. Khi c6 sy thay d6i GVCN 16p: GVCN cii phai ban giao cu thé tinh hinh moi
mat cua 16p cho GVCN moi.

IV. Nhan vién Van phong

1. Ké toan

- Phéi hop tham gia cac cac van ban quy pham phap luét vé linh vuc ké toan cua don
vi; hach toan k& toan vé thu, chi tai chinh ctia don vi; bao cao tinh hinh thyc hién thu, chi tai
chinh thudc pham vi quan ly hodc cua don vi;

- Xay dung Quy ché chi tiéu noi b cua don vi va thuong xuyén cip nhét cac van ban
quy dinh vé cong tac tai chinh, ké toan;

- Tham muu cho Hi¢u truong ,Vé quy trinh thu tyc thanh toan chi thuong xuyén cho
cac cudc thi, hoi thi, hoi hop...dé thong nhat chi dao cac bd phan ¢ lién quan thuc hién;

Tham muu cho Hiéu truong vé quy trinh, thu tuc thanh toan viéc mua moi tai san,
cong cu phuc vu giang day, hoc tap va stra chira co s¢ vat chat;

- Tryc tiép 1ap cac bang biéu, to chirc niém yét biéu mau lién quan dén quy dinh vé
cong khai tai chinh theo quy dinh;

- Tham muu cho Hiéu trudng vé quan 1y tit ca cac ngudn tai chinh, tai san. Lap tat ca
cac dy tru chi ti€u do Hi€u truong chi dao. Quan ly ho so, ching tir theo dung nguyén tac
tai chinh. Giai quyét’ nhanh chong, kip thoi , linh hoat, chinh xac, c6 trach nhi€ém cac khoan
thu - chi va cac ché d9, chinh sach cho CB-GV-NV va hoc sinh. Hang thang, hang quy
quyét todn tat ca cac nguon thu - chi va bao cdo véi Hi€u trudng tinh hinh thu - chi;

- Béo c4o céc loai quy ngoai ngan sach Nha nudc dé Hiéu truong quyét dinh cong
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khai cac loai quy ndy theo quy dinh. Hang thang cung thu quy kiém ké quy tién mit theo
quy dinh;

- Truée ngay 15 hang thang hoan thanh thu tuc chuyén kinh phi chi lwong cho
CBGVNYV;

- Nghién ctru cac van ban, dé xuat phuong an va thao cac hop dong lao dong trong
nha truong;

- Phu trach va tham muu cho hiéu tr}r(”)’ng~ vé cong téq can bg; theo doi nang luong,
PCTN... cia CBGVNYV va thuc hién cac biéu mau hop hdi dong lvong nha truong.

- Thuc hién cong khai tai chinh theo quy dinh;

- Theo d&i va cap nhat s6 Bao hiém ctia CBGV NV trong trudng;

- C6 trach nhiém tiép tan khi nha truong c6 khéach;

- Lam thém cong viéc gido vu khi dugc tri€u tap;

- Lam thém céc cong viéc khac khi dugc Lanh dao don vi phan cong.

Moi sy mdt mdt chitng tir thdt thoat cong quy do thiéu trach nhiém, hodc chi sai ché
do, sai nguyén tac tai chinh thi phai boi thuong va chiu trach nhiém trudc phap luat.

2. Nhan vién dwgc phin cong lam cong tac thw vién

- Xay dung ké hoach thu vién phuc vu nam hoc;

- Quan ly toan bd sach, bao, tap chi va phuc vu nghién ctru, tham khao cho CB, GV,
NV, HS nha trudong theo quy dinh;

- Pé xuét viéc bd sung céac loai sach, bao, tap chi nham phuc vu cong tac giang day va
gido duc trong nha truong;

- Lién két hoat dong thu vién giita cac truong nham 1am phong phi tai liéu phuc vu
cho CB-GV-HS nha trudong nghién ctru va tham khao;

- Hang thang gidi thi€u thu muc sach, bao, tap chi phuc vu GV-HS; tng dung CNTT
trong quan ly thu vién, xay dung duy tri thu vién dién tu;

- Thur 6 hang tuan 1am vé sinh, béo quan sach, bao, tai li€u;

- Cubi nam bao cao tong két két qua cong tac thu vién, tong hop sé luong, tinh trang
sach, bao, tai liéu nop cho phd Hiu truéng phu trach;

- Két hop v6i DPoan thanh nién hang nam t6 chic cudc thi c6 lién quan dén cong tac
thu vién trong nha truong;

- Pho t6 céc loai cong van, tai li¢u cua nha truong khi dugc lanh dao yéu cau;

- Co6 trach nhiém tiép tan khi nha truong c6 khach;

- Tham gia cong tac kiém ké tai san dinh ky hang nim;

- Lam thém cong viéc giao vu khi dugc tri€u tap;

- Lam thém cac cong viéc khac khi duge Lanh dao don vi phan cong.

3. Nhén vién dwgc phian cong lam cong tac Van thw, thi quy, gido vu

- Gilr con df:lu nha truong, thuce hién cong tac quan ly, cip phat bang theo quy dinh,
quan ly cac loai ho so, s sach chung cua nha truong;

- Ghi chép sO cong van di, dén. Luu trit cic cong van di, dén trén google drive va
trong ho so ctiia nha truong;

- Quan 1y van ban dién tr va gmail nha truong. Hang ngay 02 l:ﬁm (sang, chiéu) cap
nhat gmail truong tai dia chi thpt.namtruc@namdinh.edu.vn va hé¢ thong quan ly van ban
vnptioffice.vn, chuyén van ban t41 lanh dao nha truong;

- Bao quan, luu trit, hoan thi¢n cac loai ho so hoc sinh;


mailto:thpt.namtruc@namdinh.edu.vn

8

- Phu tréch thu va phat céc loai tién cho can bo, gido vién, nhan vién, hoc sinh;

- Quan ly tién mat trong co quan, bao cdo Hiéu trudong dinh ky vé viéc sir dung tién
mat hang thang;

- C6 trach nhiém tiép tan khi nha trudng c6 khach;

- Tham gia cong tac kiém ké tai san dinh ky hang nam;

- Phuy trach cong tac gido vu;

- Truec tiép gitip viéc 6ng Nguyén Vin Nam - Pho Hiéu truong

- Lam thém cac cong viéc khéac khi dugc Lanh dao don vi phan cong.

4. Nhén vién dwogc phin cong 1am cong tic y té hoc dwdong

- Thyc hién (t0 chirc) viéc kham bénh dau nam hoc d6i véi hoc sinh va thyc hién vige
ghi s6 theo doi stic khoé hoc sinh theo quy dinh;

- Lap s6 theo ddi vé sinh hoc dudng va ghi ddy du tinh trang vé sinh hang ngiy cta
tung 16p cling nhu cua ca truong;

- Tung budi hoc, thuc hién kiém tra vé sinh, tinh trang ban ghé, anh sang va do an
toan cua cac phong hoc;

- Hang ngay huéng dan va giam sat cac nhan vién v¢ sinh quét don v¢ sinh truong hoc
va chiu trach nhi¢m trude Hi€u trudng vé vé sinh hoc duong;

- C6 trach nhiém tiép tan khi nha trudong cé khach;

- Lam thém cong viéc giao vu khi duoc tri¢u tap;

- Tryc tiép giup viéc Ba Nguyén Thi Nhan - Phé Hi¢u truong.

- Lam thém cac cong viéc khéac khi dugc Lanh dao don vi phan cong.

5. Nhén vién thiét bj thi nghiém

- Xay dung ké hoach phuc vu day hoc trong nam hoc, thyc hién nhan dang ky su dung
cac phong churc nang, thuc hanh, phuc vu céc tiét thuc hanh, theo doi vi¢c thuc hién céc tiét
day tai cadc phong churc nang;

- C6 trach nhiém quan 1y toan bg tai san cac phong hoc vi tinh, phong thi nghi¢ém Vat
1y, phong thi nghiém Hoa - Sinh, phong Nghe - Nhin...

- Kiém ké dinh ky, dé xuat mua sim, stra chira cac trang thiét bi, hoa chat, dd dung
day hoc;

- Thtr 6 hang tuan tién }}énh kiém tra k¥ thuat, vé sigh cac thiét bi, phong hoc, bao céo
phé Hiéu truong phu trach so tiet GV khong day theo ké hoach day hoc va dang ky giang
day cua GV;

- Két thiic Hoc ky I va ndm hoc, bio céo thong ké so tiét day thuc hanh, thi nghiém, s
tiét day hoc stt dung CNTT, st dung cac phuong tién nghe nhin;

- Tham gia cong tac kiém ké tai san dinh ky hang nam;

- C6 trach nhiém tiép tan khi nha truong cé khach;

- Lam thém cong viéc giao vu khi duoc tri€u tap;

- Truec tiép gitip viéc Ong Nguyén Vin Nam - Phé Hiéu trudng;

- Lam thém cac cong viéc khéac khi dugc Lanh dao don vi phan cong.

6. Nhan vién tap vu

- Lam v¢ sinh khu hiéu b9, cac phong lam vi¢c ctia Lanh dao don vi, phong cho cia
gido vién;

- Chuén bi nudc u6ng phuc vu can bd gido vién;
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- Panh tréng truong, duy tri chinh xé&c hi€u 1€nh theo quy dinh;

- C6 trach nhiém tiép tAn khi nha truong co khach;

- Lam thém cac cong viéc khac khi dugc Lanh dao don vi phan cong.

7. Nhan vién bao vé

- Bao vé tai san nha tru’c‘mg: be}o v¢ tinh mang, tal san cﬁa‘CB, GV, NV, hoc sinh, khi

dén truong cong tac, hoc tap. Néu dé xdy ra mat, hu hong phai dén bu theo gia tri thuc te;

- Thudng xuyén déng cong, kiém tra nguoi ra, vao co quan. Tuyét d6i khong cho
ngudi khong cé phan sy vao co quan ngay cling nhu dém. Tuy¢t dbi khong cho hoc sinh ra

ngoai trong gio hoc, trir truong hop 6m dau phai nhap vién hodc c6 y kién cia Lanh dao
nha truong;

- Khoa, mé cua cac phong hoc, phong hop. Néu phat hién cac 16p 1am hu hong tai san
phai bao ngay lanh dao truc va 1ap bién ban dé xu ly;

- Trén ap, ngin chin kip thoi ké xdu dot nhap vao trudng ngdy ciling nhu dém. Béo vé
danh dy, than thé, tai san nha trudong cling nhu cua cd nhan cac thanh vién nha truong;

- Nghiém tac truc 24/24 theo phan cong. Thuc hién viéc tuan tra ban dém. Phéi hop
v6i chinh quyén dia phuong va co quan bao vé phép luat vé cong tac bdo ddm an ninh, trat
tu trong dia ban;

- Ung xir van hoa khi tiép khach dén truong. Nhiét tinh, chu ddo huéng din khach dén
lam vi¢c. Trang phuc gon gang, lich su khi lam viéc;

- Thyc hién cac cong viéc khac theo su phan cong ciia Lanh dao nha truong.

V. Bang phan cong nhiém vu cu thé ciia can bd, gido vién (Phu luc kém theo)
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