
PFIONG GDDT NAM TRA MY
TRUONG Pl2llf lxgs rnA MAr

s5: 86 /eD-eTDTBTTHC srM Trd Mai, ngdy 3l thdng 8 ndm 2021

QUYET DINH
Ph6n c6ngphiQin nu cho cdn bQ qu6n Ii, gi6o vi6n, nh6n vi6n

trulng PTDTBT THCS Tri Mai, n5m hgc Z0Zt-2022

HIPU TRUONG TRTIONG PHO THONG OAX TQC NAX TRU
TRUNG TIQC CO SO TRA MAI

Cdn cw Thong tw so 13/VBHIV-BGDDT ngdy 2 j thdng 6 ndm 2017 cua Bo
traortg BQ Gido duc vd Ddo tao ban hdnh quy dinh ri 

"hZ 
dp ldm ,iec aa,i rii

gido vi€n ph6 th6ng;

Cdn cw Thong tu s6 30/202\/TT-BGDDT ngdy l5 thdng 9 ndm 2020 cua
BQ tru'6ng B0 Gido duc vd Ddo tqo vi" vi€c ban hdnh Diiu l{ *udng trung hgc

. sct so, trung hoc ph(i th6ng, tradng phd th6ng co nhiiu cap hoc; 
-

Cdn cu' Quy€r dinh s6 2g2g/QD-uBND ngdy 04 thdng I2 ndm 20I2 cua
UBI'\D huyQn ltlam Trd My vi vi€c thdnh lqp tuiaig Ph6 rhing Ddn tQc Bdn tril
Trung hoc cct so'Trd Mai;

Cdn cu'Quyiit dinh sri 234/QD-PGDDT ngdy 27 thdng l2 ndm 2012 cua
Traong phdng Gido dyc vd Ddo tao I'lam Trd My vi vi€c cio phdp trudng p:ho
thong Ddn toc Ban trri Trung hoc co'so Trd Mai ioat dlng giao d1.rc;

Cdn cu vdo tinh hinh thac t€ cua dctn vi;

xdt ndng lryc vd kha ndng cong tdc cua cdn bo, gido vian, nhan vien.

QUYET D!NH:
Di6u 1. Nay ph6n cdng nhiQm vu cho c6n bQ quin li, giirovien, nhAn vi6n

trudng PTDTBT THCS Trd Mai, lan 1 (tu ngdy 0r th6ng q iam 2o2r) ndm hoc
2021-2022. (c6 bang ph6n c6ng kem theo)

CQNG IIOA XA HQI CI{U NGHIA VIET NAM
DOc l6p - Tu do - Hanh phric

Di6u 2. Cdn bQ quAn lf cdn cf
triich nhi6m x6y dung kC hoach hoat
v6i d4c thu c6ng vi6c duoc giao.

Di6u 3. C6c 6ng (bd)
chirc dodn th6 trong truong
thi hdnh quytit dinh ndy.

Noi nhQn:
- Phong CDDT; (b/c)
- NhLr Di6u 3;(de t/h)
- Luu: VT, CM.

vao nhi6m vU cU th6 dugc ph6n c6ng c6
dQng vd thgc hiQn kC hoach cho phu hop

trong Ban Gi6m hi€u, c6c t6 chuyCn m6n, cac t6
vd nhfrng nguoi co t6n tai Di6u I chiu tr6ch nhiem

Khic EiQp
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(Kdm theo Quy€t dinh
cua HiQu

a

iuong PTDTBT THCS Trd Mai)

Di6u 1. NhiQin ng, quy6n h4n ciia FIiQu tru'&ng vh c6c Ph6 [IiQu
tru'&ng

HiQu truong thqc hiQn Quy dinh v6 nhiQm vp, quydn han, tr6ch nhiem
theo Didu l0 trucrng trung hgc ban hdnh theo Thong tu s6 TO|ZOZO/TT-BGDDT
ngdy 15 th6ng 9 ndm 2020 cua BQ truong B0 GDDT; c6c vdn ban Ph6p quy hiQn

hanh. Chgu tr6ch nhiOrn todn diQn trucvc LIBND huyQn Nam Trd My, UBND xd
Trd Mai, Phong Gi6o dgc vir Ddo tqo Nam Trd My vC toirn bo hoat dQng cua nhh

trudng.

Di6u 2. NhiQm rg, quydn h4n cria Ph6 HiQu trud'ng

Pho Hi0u trudng giup viQc Hi6u truong, thqc hiQn nhiQm vu dugc lli6u
'trudng phAn c6ng, uy quydn; thgc hiQn vC nhiQm ,u, quy6n hpn, tr6ch nhiQm cua

Pho HiQu trudng dugc quy dinh Dieu lQ truong trung hoc ban hdnh theo Thong
tu s6 30120201TT-BGD&DT ngdy 15 th6ng 9 nim 2020 cua B0 truong BQ

GD&DT vd n6i quy, quy ch€ ldm viec cua nhh trucrng.

Di6u 3. Nguy6n tic lhm viQc

Viec lSnh d4o, quAn l! va dieu hanh. rnoi hoat dQng cua nhir truong dugc
thr,rc hiQn theo quy ch6 lam viQc va quy ch6 thuc hien dan chu mh nhd trucrng d6

ban hanh. ChAp hanh dung Dieu le nha truong, thgc hiQn lirm viQc theo che dQ

thu truong. Giir gin vd ph6t huy sr,r dodn k€t th6ng nhAt, khac phuc kho khan
hodn thdnh t6t nhiem vp dugc giao.

Pho HiQu trudng dugc phAn c6.ng IInh vqc ndo thi chu dQng cin cir nhiQrn

vu ndm hoc, tinh hinh nhd trucrng dC xAy dqng kO hopch ndm, th6ng, tuAn cho
tung m{t .9ng t6c trinh Hi6u tru&ng phe duyQt tru6c ngey ,2 hing th6ng; cu6i
th6ng so k6t b6o c6o HiQu trucrng. Truc ti6p gi6i d6p c6c v6n d€ lien quan cua
gi6o vi0n, nh6n viOn vd hgc sinh tqi citc phien hgp hQi d6ng thuong ki'. C6 nhAn

duoc phAn c6ng lTnh vpc ndo chiu tr6ch nhiQm chinh trong linh vuc do.

Ho so thuQc linh vuc ndo, do nguoi 9*q. phAn .9ng linh vuc do thiOt,16p,

bAo qudrn, luu trfr'theo quy dinh. Khi co ki6m tra cua c6p tr6n, phai co d0 ho scv

theo quy d!nh.

Trong qu6 trinh lSnh dqo,.quAn ly, di6u hirnh nhd trucrng, HiQu trucrng, c6c

Pho Hi6u tru&ng phii co sr; ph6i hqp ch?t ch6 dirm b6o tinh th6ng nh6t vd hiEu
qu6. Ph6t huy tinh s6ng tqo, chu dQng cua c6.nhdn, tinh th6n cQng sg d0 th;rc
hi6n t6t nhiQm vq dugc giao, hodn thdnh c6c k6 hoach dA dC ra va cac nhiQm vp

t.A
dot xu6t mdr cAp tr€n giao cho.

NG NHJEM Vq
Ao vrpx, NHAN vrtN TRU'oNG

ItfrIHE.f8ejjnnat, NAM HQC zozr-2ozz
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Tr6n cucrng.Ii 
9Yq. ph6n c6ng, Ph6 HiQu trucrng cdn cf nhi6m vu m5i

ndm hgc,,16c y€u cAu kh6c irong trmg ndrn hgc vd c6c nhigm ru aoirr6,i;;;
giao dc chi dpo viQc t6 *ir. thgc hi6n, kip thoi ki6m tra, giam ,ai aa Ju; ;;;
hi6u qu6 c6ng t6c cao nhAt. ^ ' e ' -

Di6u 4. Quy.tlinh nhiQm vB cq tnO a6i vfi tirng thirnh vi6n lf,nh tl?o
1. Ong Xgui6n Khic DiQp - Hi0u trucrng

chiu tr6ch rrhi0m trudc UBND huyQn Nam Trd My, UBND x6 Trd Mai,
Phong GD&DT Nam Trd My v6 todn bQ hoqt dOng cria nhd truong.

QuAn ly vd di6u hdnh mgi ho4t dQng cta nhd trudng; triQu tAp vd chu tri
c6c phi6n hqp ctia nhd trucvng; t6 chirc chi dao trii5n khai c6c chrl-trucrng cua
E6ng, Nhd nu6c vd c6c c6p t6i cB, Gv, NV, hgc sinh todn trucrng.

chi dao, qudrn ly vd giai quy6t mQt s6 c6ng vi6c chinh nhu sau:

- c6ng t6c t6 chirc, tu tudng chinh tri, b6i du&ng chuyCn m6n nghi€p vu
cho gi6o vi6n.

- Tei chinh, kti hoqch.

- Cdc v6n.dd.len.q.r?n.d6n hgc sinh, ( phe duy6t hqc ba c6c kh6i lop,
chuy6n di, chuyon d6n, t<y' tuat...); phu tr6ch .ong tdc hu6ng nghiQp cho hoc
slnn.

- chi d4o c6c to chirc, dodn th6 hoat dOng theo chfrc ndng.
- C6ng tdc thanh - kidm tra n6i bQ trucrng hgc.

- Qurin li h6 so CB, GV, NV.

Truc tiep ky duyQt k6 hoqch cua cac tO chtic dodn th6, ke hoach chuyen
m6n cira nhd truong; citc vdn bdn giri c6c cdp, circ ngAnh vd, citc vdn b6n kh6c
li6n quan d6n hopt dQng nhd trucrng.

- Xdy dung quy hoqch ph6t tri6n nhd trulng, t6 cht'c thgc hi6n k6 hoach
nhi6m vp ndm hgc, b6o c6o, d6nh gi6 ket qua v6i cap tr6n.

- chfr tfch c6c HQi.d6ng c0a nhd trudng: HQi d6ng trucrng, H6i d6ng thi
dua khen thucrng,. HQi. d6ng chuyCn m6n, ngi aong tf tuat, nol irarg iarg
lucrng vd c6c HQi d6ng kh6c cria truong....

Trudng ban c6c Ban ho4t d0ng trong nhh trudng nhu: Truong Ban chi
dao cu6c v?n dQng "Hec t4p vd ldm theo trr1r'r*g, dao-dirc vd phong".6;h Hdchi Minh", Ban chi d4o ve "Truong hgc th6n thi-6n, hgc sinh tfch cuc,, vd c6c
Ban chi dao kh6c cira nhd trucrng.

- Phu tr6ch chung c6c c6ng viQc, cul1g voi c6c pho Hi€u tru,ong ei6i quv6t
ciic c6ng vi6c thuQc tr6ch nhiQm cua c6c fnO Uigu trucrng khi th6y .ai,"frier.L-.J 

--

- Truc ti6p phAn c6ng c6ng t6c, giao nhi6m vu cho mgi thdnh vi6n thu6c
nhir trucrng quAn lf .
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- Trgc ti6p giai quy6t cho c6n bQ gi6o vi6n, nhAn vi€n nghi phdp hopc nghi
vi€c rieng

- Thgc hi6n cac cn6 Ag chfnh s6ch, quy chti ddn chu, c6ng titc xd hQi hoa
gi6o duc. Chi dpo thgc hiQn c6c phong trdo thi dua, c6c cuQc vpn dQng cua
ngdnh; thuc hi6n c61B khai d6i vdi nhd trudng.

- Sinh hopt hdnh chinh, doirn the vir trqc ti6p qudn li t6 Vdn phong, sinh
hopt chuyen m6n v6i t6 Khoa hoc XE h6i.

- Thqc hien c6c cnti Og chinh s6ch, quy ch6 ddn chu, c6ng tdc xd hQi hoa
gi6o dpc. Chi dao thqc hiQn c6c phong trdo thi dua, c6c cuQc vAn d6ng cua
ngdnh; thqc hiQn c6ng khai d6i vdi nhdr truong.

2. Ong Nguy6n Phu6'c Tinh - Ph6 HiQu tru'6'ng

Php tr6ch vd chi dpo thqc hi6n mot sO linh vuc nhir trudng do HiQu truong
phdn c6ng cu th6 nhu sau:

; Qu6n li.i vd chi dpo thyc hiQn uA .6ng t6c chuyOn m6n, phg tr6ch c6ng
t6c ph6 cdp gi6o dpc, xAy dUng trudng chuAn, ki6m dlnh chdrt luong gi6o dqc.

- Xdy dUng kti hoach hopt dong vd cong t6c chuy0n m6n.

- QuAn ly, di6u hdnh c6c hoat dgrg chuy6n m6n, dpy hgc tr,r chgn, b6i
dudng hoc sinh gioi, phg dao hoc sinh y€u.

- Qu6n lii, ki6m tra, nhAn xet c6c loai ho so thuQc linh vyc chuy6n mon.
(Gi6o 6n, Lich b6o gi6ng, 56 dAu bdi, k6 hopch cua tO chuy6n m6n, s6 ggi t6n
ghi diem ...)

- XAy dyng sap *tip thoi khoa bi6u c6c lcrp, di6u chinh c6c ti6t day cua
gi6o viOn khi duoc HiQu iru0ng phAn cdng.

- Th6ng k6, t6ng hqp vd qudrn ly c6c chi s6, sO tig, vO chuy6n mdn.

- PhU tr6ch fng dung c6ng nghe th6ng tin trong nhd trudng, quin ly tdi
kho6n c6c phAn md.n li6n quan d6n c6ng t6c chuy6n m6n cta trucrng nhu
Website, c6c hQ sinh th6i tr6n vnedu.vn, tAp hu6n CBQL, GV...

Php tr6ch, chi dqo c6c c6ng t6c kh6c cua c6c t6 chuy6n m6n, tuyOn sinh
dAu cAp.

. - Thay mflt HiQu truong di6u hdnh cdc hogt dQng, giup HiQu truong gi6i
quy6t nhirng c6ng vi6c, kli duyQt c6c hoqt dQng cua c6n bQ, gi6o vi6n vir c6c vdn
b6n gui c6p tr6n thuQc linh vuc php tr6ch khi dugc Hi6u trucrng uy quy6r, hodc
khi HiQu truOng di c6ng t6c.

- Chfu tr6ch nhiQm'c6 nh6n vA c6c llnh vgc minh dugc phq tr6ch d6ng thoi
chiu tr6ch nhiQm cung HiQu trudng trong c6ng litc quAn ly nhd trudng
truoc Phong GD&DT Nam Trd My vd UBND xd Trir Mai.

- PhU tr6ch c6ng t6c ki6m tra noi bQ, ph6p ch6 cua trudng, cdng t6c gi6o
dr,rc dAn tQc. Phu tr6ch c6ng t6c brio v6, an ninh trAt tu, an toirn trong truong hoc.
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- Sinh ho4t tgi t6 Khoa hoc Xd h6i.

Thuc hi6n m6t s6 c6ng vicc kh6c khi duoc HiQu trucrng phan c6ng.

DiAu 5. Quy'ilinh a5i vOi gi6o vi6n, nh6n vi6n

l. Ba Nguy6;n Thi Hdng Phugng, Nguy6n Thi Duong - T6 tru,6'ng
chuy6n m6n :

Phq tr6ch vd chi dpo thuc hi6n m6t sO linh vgc nhi truong do HiCu trurrng
phAn c6ng cq th6 nhu sau:

. . .Xdy dgng chucrng trinh ktl hoach" ho4t dQng ctla t6, giup gi6o vi6n x6y
dung kC hopch c6ng t6c chuv6n m6n, ki6m tra don doc m5i tO vi6n thuc hien
dirng ko hopch de dE ra, thao lu{n, nhan dinh tinh hinh vd d6nh gt6;il;;;i;;
duc hoc sinh thuQc pham vi ctia t6 phr,r trdch, bdrn bac c6 bi6n ph6; n6ng .uo In6t
lugng gi6o dqc toirn di6n.

'--i- To trucvng trao d6i vd {6nt.r gi6 s6ng ki6n kinh nghiQm gi6o dqc, t6 chilc
du gio l6n lcrp cta Gv trong t6 de rut kinh nghiQm, to chtc thao gi6ng, chuy6n
dd, t6 chirc b6i du6ng nAng cao trinh d0 t6 vi6-n.

- T6 chric phong trdo thi dua trong t6, nhQn x6t d6nh gi6 t6 vi$n, dO nghi
khen qhugn8 vd ky lu4t d6i vdi t6 vi6n. T6 truong chuy6n ri6n quan fy rO rlnf-,
hoat t6, s6 nhan x6t d6nh gi6 chuyon m6n cira gi6Jvienirong t6. 

I

- Chiu tr6ch nhiQm chinh trong viQc hodn thdnh dAy dfr vd giri lai cho
BGH dirng han qui dinh c6c ycu cau cAn b6o c6o nhu k6 iropch giang day, k6
hoach c6ng t6c, nQi dung 6n t4p, c6c b6o cdo, cac lo4i h6 so kh6c.

- C6 tr6ch nhi6m phAn c6ng nguoi day thay khi c6 t6 vi6n nghi 6m ho6c
b6n c6ng t6c khi co sU ph6n cdng cua BGH.

- Tham gia cung BGH nhd.trucrng trong viQc ph6n c6ng m?ng lucri, thoi
khoa bi6u; thgc hiQn c6ng t6c ki6m tra hoat l0ng d4y hqc cIa gi6o vi6n, hoc
sinh.

- To chuc chi dao c6c chuyon dc t6 ,e day hoc,.cNTT, ngoai kho6; ph6i
hclp v6i TPT DOi xay dung c6c kc hoach hopt dQng vd c6ng t6i b6n tru ( Lich
truc phong, llch sinh ho4t, vQ sinh phong cr).

- Thuc hi6n mQt sO c6ng vi6c kh6c khi duoc BGH ph6n c6ng.

2. 6ng Nguy6n vin Thinh, Be Lo Thi rhim - T6 ph6 chuyGn m6n
Phu tr6ch vd chi dqo thuc hi0n m6t sO linh vqc nhd trudng do Hieu truong

ph6n c6ng cu th6 nhu sau:

- PhU tr6ch, giirp T6 trudng chuyOn m6n chi dao c6c c6ng t6c kh6c cira t6
chuy6n m6n; thqc hiQn c6c nhi6m vu do t6 truong phdn c6ng.

- Thay mat T6 trudng di6u.hdnh c6c hoat dOng, gi0p ro trucmg gi6i quy6t
nhirng 96ng vi6c, ky duyQt c6c hd so cua gi6o vi6n tt',r0. iinh uy. ptip t.a.n t ni
duoc T5 truong uy quyAn.
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- Chiu tr6ch nhiQm c6 nhAn ve c6c linh vgc minh dugc phg trdch dong
thoi chfu tr6ch nhiQm cung T6 truong trong cong t6c qudn ly, di6u hdnh hopt,^
dQng cua to tru6c BGH.

- Thuc hi6n mQt s6 c6ng vi6c kh6c khi dugc BGH phdn c6ng.

3. Bi Vd Thi Thanh Tf,m - Thu ky HOi d6ng gi6o dgc

.uu nr,al|ffi*:t. 
sopn th6o c5c vdn ban hdnh chinh vd c6c hopt dQng gi6o dpc

- Th6ng k6, t6ng hqp c6c sO tigu khi dugc ph6n c6ng.

- So4n th6o, ghi ch6p nQi dung c6c cuQc hop cta HDSP, cua t6 chirc xd
hoi kh6c khi ldm vi6c vdi nhdr trucrng.

- Trgc vd theo ddi xir li circ.c6ng vi6c khi BGH di ving, giai quy6t c6c

c6ng vi6c dugc HiQu truong uy quy6n.

- Thqc hi6n mQt s6 c6ng vi6c kh6c khi dugc BGH phAn c6ng

4. BA TrAn Thi Phqng - Bi thuDoirn TNCS ffd Cni Minh: Phu tr6ch vir
'chi d4o thgc hiQn mQt sO c6ng vi6c sau:

- XAy dUng kt5 hoach vir chi dpo c6c hoqt dQng cua Doirn TNCS HO Chi
Minh.

- Tham gia cung Chu tich C6ng dodn chi dpo thgc hiQn phong trdo thi
dua do ngdnh vd c6c c6p ph5t dQng.

- Chi dao c6c hopt c[ra Dgi. PhOi k6t hqp cung T6ng phy tr6ch DQi ph6t

dQng, duy tri c6c phong trho thi dua cua hgc sinh, t6 chirc c6c ho4t dQng cua

Dohn trong c6c ngdry l5 lon.

- Ldm mQt sO c6ng vi6c kh6c khi BGH phdn c6ng.

- PhU tr6ch c6ng t6c vdn h6a - van nghQ - TDTT, giao luu, k6t nghia...
cua Doirn trudng.

5. T6ng phg tr6ch DOi TNTP Ua Cni Minh: Phr,r tr6ch vd chi dpo thqc
hiQn mQt sO mpt cdng t6c sau:

- Xdy dyng k6 hoach vir chi dpo c6c ho4t dQng cua D6i TNTP HO Chi
Minh.

Qu.an ly va chi dpo vi6c thuc hien nd nep, c6c quy dlnh, c6c hoqt dOng

the dpc th€ thao, vQ sinh cua hgc sinh toirn trucrng, hgc sinh b6n tru, khu vyc
sinh hoat nQi tru.

QuAn lii vi chfu tr6ch nhiQm c6 nhdn vA tdi sin cria DQi. (Theo bi6n bdrn

ti6p nh4n tiri s6n hdng n6m).

- Quan ly va theo d6i c6c ho4t dQng vd c6:c chi sd thi dua khen thuong c0a

cac lop vir hgc sinh toirn trucrng. Phg tr6ch cong t6c chfr thfp do, c6ng t6c tu
thien nhdn dao.

,B
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- 
- fet hgp cung c5c t6 ch[rc kh6c trong vd ngodi nhd trucrng tO chuc c6c

hoat d6ng gi6o dui ngodi gio, ngopi khoa theo chudiem (z)llt,zz7t2,2613....)
- PhU tr6ch-Lao dQng vQ sinh todn trudng.

- Ldm m6t s6 c6ng viQc kh6c khi duoc BGH ph6n c6ng.

6. Be LA Thi Hu'ong - K6 to6n, T6 ph6 t6 Ven phdng
Phu tr6ch vichi dpo thuc hien mot so linh vuc nhdr truong do Hi6u truong

phAn c6ng cu th6 nhu sau:

! . . .Phq tr6ch c6ng viQc hqp d6ng thgc phAm, phu tr6ch vh truc ti6p mua
s6m khi duoc duyQt chi vd th6ng nh6t crja Ui.6u truong; t6ng hqp vd ldm chung
tu cua hgc sinh b6n trir, c6c ch6 d6 chinh s6ch cira ngrrOi day ua^rguoi hoc thei
quy dinh.

- Ea ,u6t phuorg 6n vd th6o c6c hqp d6ng trong nhd trucrng.

- Tham muu cho chir tdi kho6n trong vi6c thgc hiQn quy ch6 chi ti6u n6i
bd cria nhd trudng dam bao hqp ly, dirng quy dfnh vd titit kiQm.-

- Phu tr6ch c6c c6ng vi6c cria nhAn vi6n k6 to6n theo quy dinh. Thuc hi6n
c6ng t6c k5 to6n, lap h6 so, sd s6ch, chrmg tu vA ch6 dQ chinh ,a.rr^iai'roi cb,
GV vd hoc sinh trong trudng.

- Theo d6i, quan li cac lo4i qu! vd c6c cu6c vQn dQng c6c c[p. phu trach
k6 to6n cdng dodn.

. . _ ; Cung chiu tr6ch nhi6m voi HiQu tru&ng vd c6ng tdc titi chfnh, mua s6m

Y3 9a, hao tdi sAn truoc c6p tr6n. Luu trir chirng tu r-6. loai ch6 d6 theo quy
olnh.

Php tr6ch c6ng t6c thidt bi.

- Ldm mQt s6 c6ng vi6c kh6c khi dugc BGH ph6n c6ng.

7,Bi Nguy6n Thi rhny Trang - vrn thu, thri quy - T6 tru&ng t6 vin
phdng

-.Xey dUng k6 hoach chung c[ra t6, chi dpo t6 vi6n thuc hi6n theo k6
hoach t6, kti hoach chung cua nhA tiucrng.

- Tham gia so4n th6o, ki6m tra, in, trinh ki, chuy6n, luu tdt citc6c vdn b6n
hdnh chinh vd c6c ho4t d6ng gi6o duc cua nhd trucrng iheo LuQt Van thu luu trfr,.

r .r. 
- C6 tr6ch nhiQm chuy6n c6c loai c6ng vdn di, d6n (C6c loai c6ng vdn phai

chuyen truc ti6p khong qua hop thu).

- Quan li citc loai qu!, luu trt chtmg tu c6p ph6t theo quy dinh vd bdn
giao cho k6 to6n luu trir theo quy dinh.

- Phu tr6ch m6y photocopy cua nhd truong, ph6 t6 tdi liQu, d6 ki6m tra. . ..

- PhOi hop thuc hiQn nhi6m vU c6ng t6c thu vi6n.

- Ti6p nhQn, gi6i quy6t thir tpc hdnh chinh.
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- Ldrn mQt s6 c6ng viQc kh6c khi dugc BGH phAn c6ng.

8. BA Nguy6n Thi Quf- Nhfln vi6n Y t6 hgc dud'ng

- PhU tr6ch c6hg tdc y tti hqc duong, vQ sinh an todn thqc phAm cua dcrn

vi.

- Thri kho, ghi.th6p, nhap - *uat, luu miu thric 5n, vQ sinh kho, tir lanh vdr

cdng khai thpc phAm hdng ngey.

- Chlu tr6ch nnig- theo d6i ch(nh c6ng t6c n6u 5n vir vQ sinh khu vyc b6p
- ,I A
6n, do dung nAu - dUng thirc 6n cua HSBT.

- PhU tr6ch cdng t6c thu viQn.

- Ldm m6t sO c6ng vi6c kh6c khi duqc BGH phAn cdng.

9. Bn UO fn; Vin - Nhin vi6n Brio vQ

- Thuc hiqn vigc khoa - mo cua hirng ngey c6c l6p vd phong ldm viQc, khu
b6n trir hoc sinh tru6c vd sau mdi bu6i ldm viQc.

Truc dim b6o 24124.

- PhOi hqp v6i kt! to6n ti6p nhdn vd b6o v6 toDrn b9 tei sirn chung c[ra nhd

trucrng. Th6ng k6 b6o c6o,,ki6m k0 theo quy dinh khi BGH y6u cAu. Chiu trach

nhi6m b6i thucrng tdi sin n6u dC xdy ra m6t m6t, hong vd theo quy d!nh.

- Sua chira nho co scr vAt chdt 1 cu'a, bdn ghe, b6 nu6c, ducrng nu6c, mang
di6n cua nhh trucrng khi xay ra hong hoc).

-).- Trong vd chdm s6c vucrn hoa, cAy cAnh trong khu6n vi6n trucvng. Ve
sinh khuon vi6n trucrng.

- Lirm mQt s6 cdng viQc kh6c khi dugc BGH phdn cong.

10. Nhdn vi6n c6p du'6'ng

- PhU tr6ch nu6i dudng hqc sinh b6n trri.

-.PhU tr6ch chi dao vd xAy dpng thgc hiQn vi6c tr6ng rau xanh, tdng gia
s6rn xu6t cho HSBT, phu tr6ch doi s6ng b6n tru nhu ddy phoi, m6c 6o, qugt

diQn... (phOi hqp v6i TPT Egi len,lich, phan cdng, d6n d6c, tham muu, b6o c6'o

ti6n dQ, mua b6n con gi6ng, c6y gi6ng, thfc 6n chdn nu6i...).

- V€ sinh khu hiQu bQ hing ngdy; vQ sinh toirn trubng khi cAn thitit va theo
phAn cdng cua HiQu trudng. ChuAn bl nu6c uong hing ngdy cho khu hiqu b0.

- Ldrm mQt so cong viec kh6c khi duoc BGH ph6n cong.

11. Gi6o vi6n chri nhiQm

- Thuc hi6n nhiQm vU giang day c0a gi6o vi6n vh ldm cong t5c chu nhi6m

theo quy dfnh tpi Di6u 16 trucrng THCS.

- Tham gia cdc c6ng viQc kh6c khi dugc phdn c6ng ( qu6n li phong, trgc
ca, nu6i du0ng vdr gi6o dpc HSBT..)
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12. Gi6o vi6n bQ mdn

Thqc hi6n nhiQm vu cua gi6o vi€n theo quy dinh tqi Dieu 16 truongTHCS. ...

- Thgc hiQn day hgc theo k€ hoach. Thqc hi6n theo sq ph6n c6ng chuyCn
m6n cira BGH va t6 chuydn m6n.

- Tharn giu .Ong t6c PCGD cua dla phucrng, c6ng t6c h6 trg chu nhi6rn vd
v6n d6ng hoc sinh.

. .. rh6i hqp v6i c6c t6 chirc, dodn rh6, ... d6 thgc hiQn nhi6m vu gi6o dqc
torin diQn hgc sinh.

- Tham gia cdc c6ng viQc kh6c khi dugc phan c6ng ( qu6n lf phong, tru,c
ca, nu6i du0ng vd gi6o dlrc HSBT..)

* Chri y:

Mgi cB, Gv, cNV vd hgc sinh trong trudng co tr6ch nhiQm, nghia vir
thuc hi6n theo LuAt Gi6o duc vd Di6u l€ trudng trung hgc. Chfu tr6ch nhi6m c6
nhan ve nhiem vu.dusc giao tru6c hi6u tru&ng"vd 

"Ai "* ili"iid;;ffi;;
dugc phu tr6ch, d6ng thoi tham muu vdi lanh dao nhd trucyng t6 .n,i. thu,. hi;;
96ng viQc dugc phq tr6ch dat hiQu qu6 theo dirng'chi tieu k6-hoach dA ra. a;;;ly vit hodrn thanh c6c h6 so thuQc linL vyc php.tr6ch dAy du, orni qry dfnh. chiutr6ch,".lie* cung c6p dAy du th6ng ti; ,; ht-ro'rrrr6" linh vuc phu tr6ch khi
ouoc Klem tra.

). . .\Qi 9rlg. c6ng vi6c duoc giao o tr6n s€ c6 sp thay d6i khi co sp bi6n d6ng
vO tinh hinh nhAn sg cria nhd trucrng (SC c6 eD b6 sung).
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