UBND XA SAM MUN CONG HOA XA HOI CHU NGHIiA VIET NAM

TRUONG THCS POM LOT Poc 1ap - Tw do - Hanh phic
S6: 106/QD-THCSPL Sam Mun, ngay 03 thang 9 nam 2025
QUYET PINH

V/v phan cong nhiém vu Can by quan ly, gido vién, nhan vién
trueong THCS Pom Lot nam hoc 2025 - 2026

HIEU TRUONG TRUONG THCS POM LOT

Can cir diéu 11, Piéu 1¢ truong trung hoc co so, truong trung hoc pho
théng va truong phd thong cé nhiéu cdp hoc ban hanh kém theo Théng tur s6:
32/2020/TT-BGDDT ngay 15/9/2020 cua Bo truong Bo Gido duc va Pao tao,

Can cir Théng tw s6 20/2023/TT-BGDDT ngay 30 thang 10 nam 2023 cua
B¢ Gido duc va Pao tao huong dan Vvé vi tri viéc lam, co cdu vién chirc theo chirc
danh nghé nghiép va dinh mirc s6 heong ngwoi lam viéc trong cdc co sé gido duc
phé théng va cdc trieong chuyén biét cong ldp;

Can cur thong tw 05/2025/TT-BGDDT ngay 7/3/2025 cua By Gido duc va
Dao tao quy dinh ché do lam viéc doi voi giao vién pho thong, dw bi dai hoc,

Can cir vao két qua cuéc hop Ban lién tich dau nam hoc 2025-2026, ngdy
29 thang 8 nam 2025,

Xét nang lyc, phcfm chat dao dirc ciia Can b, Gido vién, Nhdn vién va
tinh hinh thuc té nha truong nam hoc 2025 - 2026;

QUYET PINH:

Piéu 1. Phan cong nhiém vu cho can bd, gido vién, nhan vién truong
THCS Pom Lo6t, xa Sam Mun, nam hoc 2025 - 2026 (C6 danh sach phan cong cu
thé kém theo).

Piéu 2. Cac can bo, gido vién, nhan vién truong THCS Pom Lot, xa Sam
Mun cédn ctr chirc nang, nhiém vu ctia minh theo cac linh vuc dugc phan cong trén
dé thuc hién hoan thanh cdc nhiém vu duoc giao; Lap va quan ly hd so sb sach
thudc cac linh vuc duge phin cong dam bao ching loai va mau hd so theo quy
dinh. Puge tao moi diéu kién can thiét dé thuc hién nhiém vy, dugc hudng cac

ché d6 luong
Picu 3. Cac ong (ba) lanh dao don vi, cac m}’ °‘1a%§IV IB%gHg%T@n cac to

chtic doan thé truong THCS Pom Lot, x4 Sam Mtm va %ﬁlﬁrﬁgerﬁgum co tén tai
Diéu 1 chiu trach nhiém thi hanh quyét dinh nay. Quyét dinh c6 hiéu luc ké tur
ngay ky./.
Noi nhin: HIEU TRUONG
- Phong VH-XH (b/c);
- Nhu diéu 3 (t/h);
- Luu VT.

1 Trian Thj Bich Nga



PHAN CONG NHIEM VU CAN BQ QUAN LY, GIAO VIEN, NHAN VIEN
TRUONG THCS POM LOT
NAM HOQC 2025 — 2026
(Ban hanh kém theo Quyét dinh s6: 106/0P-THCSPL, ngay 03 thing 9 niam 2025
cua Hiéu truong Truong THCS Pom Lot)

I. Ban giam hiéu:
1. Ba Tran Thi Bich Nga — Bi thw Chi bd; Hiéu truéng.

Chiu trach nhiém trudc S& GD&DT tinh Pién Bién; UBND xa Sam Mun,
Phong VH-XH xa Sam Mun va trude Phép ludt vé toan by hoat dong cua nha
truong.

Quan ly chung; Tryuc tiép phu trach cac linh vuc: T6 chirc can bd; Quan Iy
tai chinh; Kiém tra ndi bo; Thi dua khen thudéng va ky luat; Trat tuy ndi vu, an
ninh, an toan, Xa hoi hoa gido duc; Xay dung truong chuan Qudc gia; Khao thi va
kiém dinh chit luong gido duc; Cac cudc van dong, cac phong trao thi dua; ba
cong khai; cong tac chuyén d6i sd trong nha truong, hoc ba s6, ho so sb...

Cong tac kiém nhi¢m: Bi thu chi bg, Phé chu tich HKH xa; Phé giam dbe
TTHTCD x3; Pho truong ban chi dao PCGD x4; Chu tich Hoi dong truong;

Xay dung ké hoach va t6 chirc thuc hién nhiém vu nim hoc; quan ly giao
vién, nhan vién, hoc sinh; phan cong cong tac; quan 1y va té chirc gido duc hoc
sinh; quan ly hanh chinh, tai chinh, tai san cta nha truong; chi dao gitr vimg
truong chuin Qudc gia; cong tac kiém dinh CLGD.

banh gia, xay dung ké hoach thang hoat dong chung cua truong, trién
khai té1 toan thé CBGVNV toan truong trong budi hop hoi dong su pham
hang thang.

Chi dao cong tac chuyén mon to chuyén mén Vin - KHXH, quan 1y to vin
phong;

Danh gia xép loai GV, NV luu héd so ca nhan va béo cdo cac cép theo quy
dinh cudi nim duong lich va cu01 nim hoc. Chi dao cac bo phan tong hop bang
biéu bao cao do cac cap yéu cau.

Giang day Mon: Cong nghé 16p 6A3;6A4: 2 tiét/tuan (tong 70 tiét/nam hoc)
2. Ong: Tran Anh Tuin — Phé hiéu truéng.

Chiu trach nhiém trudc Hi¢u truong, cung voi Higu truong chiu trach
nhiém trudéc UBND xa Sam Mun, Phong VH-XH xa Sam Mun va trude Phap luat
vé cac linh vuc cong tac sau:

Gitp Hiéu trudng truc tiép quan 1y va chi dao nghiép vu chuyén moén day
va hoc; Hoat dong trai nghiém, hudng nghiép ctia hoc sinh; cong tac téng hop,
théng ké; Co sé vat chit, trang thiét bi day hoc; Lao dong, v¢ sinh, canh quan méi
truong; Cac hoat dong phong trao; cong tac gido duc thé chat; Cong tac chu
nhiém va chat luong gido duc toan dién khéi 7;8; Cong tac phong chay chira chay
va Ctru nan ctru hd; Cac phan mém edoc, Co so giir liéu Qudc gia, hoc ba sd, hd
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so sb, theo ddi hoc sinh chuyén di, chuyen dén.. .Chi dao va quan ly cong tac hé so
va luu trit ho so trong toan truong gdm ho so gidy va ho so dién tir (Hé thong ho
so quan ly hoat dong gido duc trong nha truong quy dinh tqi Piéu 21- Théng tu
32/2020/TT-BGDDT, trie ho so quan ly tai san, tai chinh).

Xép thoi khoa biéu day va hoc toan trudng.

Ky duyét,kiém tra sO dau bai toan truong. Kiém tra duyét hoc ba dién t
cua hoc sinh khoi 7;8.

Thue hién cac béo cao tong hop thudc mang duge phan cong, quan 1y va
luu gitr theo quy dinh.

~ Phu trach tryc tiép t6 chuyén mon: Hoat dong giao duc. Duyét dé va rat dé
kiém tra gifta ki, hoc ki cdc mon thudc t6 phu trach.

Giang day mon: Tin 7B1,2 + Tin 6A1,2/ 4 tiét/tudn. Tong so tiét giang day
140 tiét/ nam hoc.

Kiém nhiém: Pho bi thu chi bg; thanh vién HP truong.

Thuc hién cac nhiém vu khac khi dugc Hi€u truong phan cong.

3. Ong: Ca Ngoc An — Pho hiéu truéng.

Chiu trach nhiém truéc Hi¢u trudng, cung voi Hi¢u truéng chiu trach
nbiém trudc UBND xa Sam Mun, Phong VH-XH xa Sam Mt va trudc Phép luat
vé€ cac linh vuc cong tac sau:

Giap Hiéu truéng truc tiép quan 1y va chi dao nghiép vu chuyén mén day
va hoc; cong tég: nghién ctru khoa hoc va Sang tao thanh thi€u nién; Stem; tri tué
nhan tao AL; Boi dudng gido vién; Cong tac boi dudng hoc sinh gioi chat luong
miii nhon; Cong tac chu nhiém va chat luong giao duc toan dién khoi 6;9; Chat
luong hoc sinh 16p 9 t6t nghiép THCS thi vao 16p 10 THPT; Cong tac Pho cap
GD THCS; Cong tac kiém dinh chat luong va trudong chuan Quoc gia; Chi dao va
quan 1y cong tac hd so va luu trit hd so trong toan truong gdm hd so gidy va ho so
dién tr; hoc ba dién tu: (He thong ho so quan ly hoat dong gido ‘duc trong nha
truong quy dinh tai Piéu 21- Thong tw 32/2020/TT-BGDDBT, trir hé so quan ly tai
san, tai chinh).

Kiém tra viéc thuc hién va quan li cac phong hoc bo mon.

Xay dung ké hoach, theo ddi, kiém tra va téng hop viéc thuc hién boi
dudng thuong xuyén cua gido vién.

Kiém tra duyét hoc ba dién tir cua hoc sinh khoi 6:9.

Thue hién cac bao cdo tong hop thudc mang dugc phan cong, , quan 1y va
luu gitr theo quy dinh.

Phy trach truc tiép t6 chuyén mén: Toan - KHTN. Duyét dé va rat dé kiém
tra gitra ki, hoc ki, cdc mon thudc t6 phu trach.

Giang day mon: Li 9D1,2 (3t) + Tin 8C5(1t)/4 tiét/tudn. Tong sO tiét giang
day 140 tiét/ nam hoc.



Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
II. Gido vién.
1. Trinh Vin Quyét: Gido vién Toan - Li

Truc ti€p giang day mon Toan 16p 7B1,2,3; Mon KHTN-Phan mén Vat ly
16p 6AL1.

Boi dudng HSG mon Toan 16p 7 va day tang cudng ning lyc hoc sinh mon
Toan 7B1,2,3.

Kiém nhiém: Chi uy vién; T trudng td Toan - Khoa hoc tu nhién; trudng
ban thanh tra nhan dan.

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh ban Na Vai.

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
2. Vii Thi Hong Thanh: Gio vién Hoa — Sinh — Pia

Tryc tiép giang day mon KHTN-Phdn mén Hod 16p 7B1,2,3.4, 16p
9D1,2,3,4, 16p 8C3; mon HDTN-HN 16p 7B3.

Chu nhiém 16p 7B3.
Boi dudng HSG mon KHTN(héa) 16p 8; mén KHTN(hoa) 16p 9.

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh ban Na Vai.

Thuyc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
3. Pham Thi Thuy: Giao vién Toan — Tin

Truc tiép giang day mon Toan 16p 9D3,4; mon Toan 16p 7B4; mon Tin 16p
8Cl.

Ch nhiém 16p 9DA4.

Boi dudng HSG mon Toén 16p 9 va day ting cuong ning luc hoc sinh mon
Toan 16p 9D3.4; moén Toan 16p 7B4.

Truc tiép phu trach: Cong tac Pho cap, coéng tac khuyén hoc va duy tri s6
luong hoc sinh thon 7B.

Thyc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
4. Doan Thi Lua: Gido vién Toan — Tin

Tryc tiép giang day mon Toan 16p 8C2,3; mon Toan 16p 9D1; mén Tin 16p
9D3; mon HDTN-HN 16p 8C3

Chu nhiém 16p 8C3.

Boi dudng HSG mén Tin 16p 9, mon Toan 16p 8 va day ting cudng ning
luc hoc sinh moén Toan 8C2,3; mon Toan 16p 9D1.



Truc tiép phu trach: Cong tac Pho cdp, céng tac khuyén hoc va duy tri s6
luong hoc sinh ban Na C6.

Thyc hién cac nhi€ém vu khac khi dugc Hi€u trudng phan cong.
5. Pinh Xuan Quyét: Gido vién Toan - Li

Truc tiép giang day mon Toan 16p 6A4; Mon KHTN-Phan mén Vat 1y 16p
7B1,2,3,4; lop 8C2,4,5.

Kiém nhiém: Thu ky TTHTCD, khuyén hoc xa Sam Mtn.

Tryc tiép phu trach: Cong tic Pho cap cua truong, cong tac khuyén hoc xa.
Thuyc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.

6. Vii Thi Ngoc Thwong: Giao vién Toan - Li

Tryc tiép giang day mon Toan 16p 8C1,4; mon KHTN — Phan mon Vat i
16p 8C3, 16p 9D3,4, mon HDTN-HN 16p 8CI.

Chu nhiém 16p 8CI.

Boi dudng HSG mon KHTN(Ii) 16p 9, mén KHTN(i) 16p 8 va day ting
cuong nang luc hoc sinh mén Toan 16p 8C1.4.

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh ban P4 Nam.

Thyc hién cac nhiém vu khac khi dugc Hi¢u trudng phan cong.
7. Tran Hao Hiép: Giao vién Toan — Li.

Truc ti€p giang day Mon Toan 16p 8CS5; mon Toan 16p 6A2; Mon KHTN-
Phan mon Vat 1y 16p 6A2,3,4 va 16p 8C1; mén Tin 16p 8C3.

Boi dudng HSG moén Tin 16p 8 va day ting cudng niang lyc hoc sinh mon
Toan 16p 8C5; mon Toan 16p 6A2.

Tryc tiép phu trach: Cac phan vmém CSDL; Smas 4.0; trang Web ctua nha
truong; tong hop bao cdo cong tac phd cdp cua nha trudong.

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
8. Vi Thi Thuy Bién: Gi4o vién Toan - Li

Truc ti€p giang day mén Toan 16p 6A1,3; moén Toan 16p 9D2; mén HDTN-
HN 16p 6A1.

Chu nhiém 16p 6A1.

Boi dudng HSG mén Toan 16p 6 va day ting cudng ning luc hoc sinh mon
Toan 16p 6A 1,3, mon Toan 16p 9D2.

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh ban Pom Lét.

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
9. Ca Thi Thanh Hoa: Giao vién Sinh — Dia
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Truc tiép giang day mén KHTN-Phian moén Sinh 16p 9D1,2,3.4;
16p7B1,2,3,4; mon HDTN-HG 16p 7B4; mén GDDP 16p 9D1.

Chu nhiém 16p 7B4.
Boi dudng HSG mon KHTN (sinh) 16p 9

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh ban Na Hai.

Thuyc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
10. Tran Hoai Nam: Gido vién Sinh — Ky

Truc tiép giang day mon KHTN-Phan mon Sin}} 6A1,3,4; 16p 8C1,2; ‘m()n
Tin 16p 8C2.,4; 16p 9D1,2,3; mon Ngh¢ thuat (MT) khoi 9; HDTN-HG chu dé 16p
8C3.

Kiém nhiém: Van ngh¢

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
luong hoc sinh Ban Na Ten.

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.

11. Nguyén Quéc Vin: Gio vién Sinh - Hoa

Truc tiép giang day mon KHTN-Phan mén Hoa 16p 8C1,2.4,5, 16p
6A1,2,3,4; mon Tin 16p 6A3,4, 16p 7B3,4; mon Cong nghe 16p 7B1,2,3,4.

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh thon 9.

Thuyc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
12. Tran Thi Van: Gido vién Sinh — Dia

Tryc tiép giang day mén KHTN-Phan mén Sinh 16p 8C3,4,5.
Chu nhi¢m 16p 6A2.

Boi dudng HSG mon KHTN(sinh) 16p 8.

Kiém nhiém: cong tac thiét bi phong hoc bo mon.

Truc tiép phu trach: Cong tac Pho cap, céng tac khuyén hoc va duy tri s6
luong hoc sinh thon 5.

Thyc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
13. Ca Thi Ngoc: Gido vién Van — S

Truc ti€p giang day mon Ngit Van 9D3,9D4, HDTNHN 9D3.
Chu nhiém 16p 9D3.

Boi dudng HSG mén Van 16p 9

Kiém nhiém: T6 truong t6 Van - KHXH



Truc tiép phu trach: Cong tac Pho cdp, céng tac khuyén hoc va duy tri s6
luong hoc sinh thon 9.

Thyc hién cac nhi€ém vu khac khi dugc Hi€u trudng phan cong.
14. Ng6 Thuy Diép: Giao vién Van — St

Tryc tiép giang day mén Ngit Vian 8C4; Lich sir &Dia 1y (phan mén Lich
su) 7B1,2,3,4; GDDP 16p 6A1; 9D4.
Kiém nhiém: Thu ki héi dong, Tu van tam 1i

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh ban Na Ten

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.

15. Nguyén Thi Thu Hwong: Gido vién Vin — Sir

Tryc tiép giang day mon Ngir Van 7B2,3; GDCD khéi 9, HDTNHN 7B2.
Chu nhiém 7B2.

Boi dudng HSG Ngit vin 7

Truc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh thon 7A

Thyc hién cac nhi€ém vu khac khi dugc Hi€u trudng phan cong.
16. Nguyén Hong Thanh Giso vién Vin — Sir

Tryc tiép giang day mén: Ngit vin 9D2, 6A3, HDTNHN 9D2, GDDP
6A2,3.4.

Chu nhiém 16p 9D2.
Boi dudng HSG mon Ngir vén 6

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri sb
luong hoc sinh thon 17

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
17. Tong Thi Thanh Giao vién Van — St

Truc ti€p gidng day Mon Ngit van 8C2,3 mon Lich st va Dia Ly (phan mon
Lich str) 6A1,2; HDTNHN 8C2;

Chu nhiém 16p 8C2.
Boi dudng HSG mén Ngit vian Truc tiép phuy trach:

Cong tac Pho cap, cong tac khuyén hoc va duy tri sé luong hoc sinh thén
7A,7B

Thuyc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.

18. Pham Quynh Phwong Gido vién Sir



Tryc tiép giang day mon Lich so va Pia Ly (phan mén Lich su) 16p
8C1,C2,C3,C4; 16p 9D1,2; 6A3; HDTNHN 8CA4.

Cht nhiém 16p 8C4.
Boi dudng HSG mén Lich sir 8

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh thon 4

Thuyc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
19. Dwong Thi Quynh Giao vién Van — St

Tryc tiép giang day mon Ngit van 8C1,5; mon Lich st va Pia Ly (phan
mon Lich su) 9D3,4; HDTNHN 8C5

Chu nhiém 16p 8C5
Boi dudng HSG mén Lich st 16p 9

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
luong hoc sinh ban Na Ten

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
20. Pham Thi Hiang Giso vién Vin — Doi

Tryc tiép giang day mon Ngit van 9D1, 6A1, GDDP khéi 7, HDTNHN 16p
9D1

Chu nhiém 16p 9D1

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh thon 1.

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
21. Bac Thi Thi Giao vién Vin — Dia

Truc tiép giang day mon Ngit van 6A2,4; GDDP lop 8C1;C2;C3;C4;
HDTNHN 6A4

Chu nhiém 16p 6A4

Truc tiép phu trach: Cong tac Pho cap, céng tac khuyén hoc va duy tri s6
lwong hoc sinh ban Na C6.

Thyc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.
22. Tran Thi Thu Nga : Gido vién Vin

Tryc tiép giang day mén Ngit vin 7B1,4; GDCD 16p 6A1;A2;A3:A4;
HDTNHN 7B1

Chu nhiém 16p 7B1

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri sb
luong hoc sinh thon 1.



Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.

13. Hoang Thanh Tam: Gi4o vién Sinh — Dia

Tryc tiép giang day mon Lich st va Dia Iy (Phan mén Pia 1i) 16p
9D1,2,3,4; 8C3; 6A3,4; HDTNHN 6A3.

Chu nhiém 16p 6A3.

Boi dudng HSG mén Lich sit& Dia 1y (phan mon Dia) 8,9;

Kiém nhiém: Pho t6 truong to Van - KHXH

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh thon 2.

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.

14. Tran Kim Oanh: Gido vién Si - Pia

Truc tiép giang day mon Lich st va Dia 1y (Phan mén bia 1i) 8C1,2,4,5;
7B1,2,3,4 ; 6A1,2; phan mon Lich St 6A4; GDDBP 9D3.,4

Truc tiép phu trach: Cong tac Pho cdp, cong tac khuyén hoc va duy tri s6
luong hoc sinh thon 4

Thyc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.

25. Nguyén Thi Van: Gido vién Vin — Sir

Truc tiép giang day mén GDCD khéi 7, GDCD khdi 8; GDDP 8C5;

Kiém nghiém cong tac Thu vién, Thu quy

Tryc tiép phu trach: Cong tac Pho cap, cong tac khuyén hoc va duy tri s6
lugng hoc sinh thon 16.

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong.

26. Nguyen Huy Thuc: Giao vién cong nghé.

Tryc tiép giang day M6n Cong nghé Kh01 8, 9; Cong nghé 6A1, 2

Kiém nghiém: T6 truong chuyén mén t6 HDGD — Phu trach lao dong tu
stra co' 8O VAt chat.

Tryc tiép phu trach: Cong tac phd cap, cong tac khuyén hoc va duy tri sb
lugng hoc sinh thon (ban) Na Hai

Thyc hién cac nhi€ém vu khac khi duoc hi¢u truong phan cong

27 Tran Vin Pién: Gido vién Ngh¢ thuit phin Am nhac

Truc t1ep giang day Mon Nghé thuat — Am nhac: Khéi 6, 7, 8, 9; Nghé
thuat — Mi thuét 7B1, 3

Kiém nghiém: P. t6 truong to HDGD. Bi thu chi doan. Phu trach vin nghé
GV va HS

Tryc tiép phu trach: Cong tac phd cip, cong tac khuyén hoc va duy tri sb
lugng hoc sinh thon (ban) Na Hai

Thuc hién cac nhi¢m vu khac khi dugc hi¢u trudng phan cong

28. Tran Thi Nga: Gido vién Vin — Doan dji
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Truc tiép giang day Mon Nghé thuat — M1 thuat khoi 8

Kiém nghiém: Tong phu trach doi

Tryc tiép phu trach: Cong tac phd cap, cong tic khuyén hoc va duy tri sb
lugng hoc sinh thén (ban) 5

Thuyc hién cac nhi€ém vu khac khi dugc hi¢u trudng phan cong

29. Ta Thi Tinh: Gi4o vién Ngoai ngir (Tiéng Anh)

Truc tiép giang day Mo6n Tiéng anh khéi 6; Tiéng anh 16p 9D3, 4

Kiém nghiém: Bdi dudng HSG mén tiéng anh khéi 6, 9 — IOE khéi 6, 9

Tryc tiép phu trach: Cong tac phd cap, cong tac khuyén hoc va duy tri sb
lugng hoc sinh thon (ban) 2

Thuc hién cac nhiém vu khac khi dugc hi¢u trudng phan cong

30. P6 Hai Yén: Gido vién Ngoai ngir (Tiéng Anh)

Truyc tiép giang day Mon Tiéng anh khéi 8; Tiéng anh 16p 9D2

Kiém nghiém: Bbi dudng HSG mén tiéng anh khdi 8 — IOE khoi 8

Truc tiép phu trach: Cong tac phd cip, cong tac khuyén hoc va duy tri sb
lugng hoc sinh thon (ban) 3

Thyc hién cac nhiém vy khac khi dugc hiu truong phan cong

31. Nguyen Duy Quéan: Giao vién Ngoai ngir (Tiéng Anh)

Truc tiép giang day Mon Tiéng anh lop 7; Tiéng anh 16p 9D1

Kiém nghiém: Boi dudng HSG moén tiéng anh khoi 7 — IOE khéi 7

Tryc tiép phu trach: Cong tac phd cap, cong tac khuyén hoc va duy tri sb
lugng hoc sinh thon (ban) 6

Thuc hién cac nhi¢m vu khac khi dugc hi¢u truédng phan cong

32. Poan Cao Quyén: Giso vién GDTC

Tryc tiép giang day Moén GDTC khéi 7, 9 GDTC 6A4

Kiém nghiém: Huan luyén thé thao hoc sinh — Hoat dong san truong

Truc tiép phu trach: Cong tac phd cap, cong tac khuyén hoc va duy tri sb
lugng hoc sinh thon (ban) P4 Nam

Thuc hién cac nhiém vu khac khi dugc hi¢u trudng phan cong

33. Pham Thi Ngoc: Gido vien GDTC

Tryc tiép giang day Mon GDTC khéi 8, GDTC 6A1, 2, 3 — Nghé thuat (Mi
Thuat) 16p 7B2.,4

Kiém nghiém: Huén luyén thé thao hoc sinh — Hoat dong san truong

Tryc tiép phu trach: Cong tac phd cip, cong tac khuyén hoc va duy tri sb
lugng hoc sinh thon (ban)

Thuc hién cac nhi¢m vu khac khi dugc hi¢u trudng phan cong

I11. Nhan vién.

1. Ba Pham Thi Pao— Nhan vién Y té

Thuc hién ddy da nhiém vy cua nhan vién y té truong hoc theo quy dinh:
Thyc hién theo doi cong tdc v€ sinh moi trudong trong trudng hoc; Quan 1y va
chiam séc sirc khoe trong trudng hoc; Trién khai chuong trinh phong chéng bénh
tat va tai nan trong truong hoc; Gido duc suc khog; Pau mbi phéi hop theo doi
thuc hién ché d6 BHYT trong nha truong; Thuc hién nghiém tac Thong tu lién
tich s 13/2016/TTLT-BYT-BGDDT ngay 12/5/2016 Quy dinh vé cong tac y té
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truong hoc va cong van 2157/BYT-PB 2025 vé viéc ting cuong trién khai cong
tac y t€ truong hoc.

Nhiém vu khac: kiém tra vé sinh trudong 16p, canh quan méi truong; Xay
dung K¢ hoach, Bdo cdo va quan ly ho so thudc linh vuc An toan truong hoc,
Phong chay, chita chay;

Kiém nhiém: T6 truéng T6 Vin phong, ty vién thudng truc chi hoi Chir
thap do nha truong.

Thuyc hién cac nhi¢m vu khac khi dugc Hiéu truéng phan cong;

2. Ba Bui Thi Hwong — Nhan vién ké toan

Nhiém vu: Thuc hién dﬁy du cac nhiém vu cia nhan vién Ké toan truong
hoc quy dinh tai Thong tu 29/2022/TT-BTC ngay 03/6/2022 ctia Bo Tai chinh.

Nhiém vu khac:

Phu trach Dé an 06: noi dung chi tra, thu ndp tai chinh khong dung tién mat.

Thu nhan, 1ap ho so dé nghi hudng, thyc hién thua tuc chi tra cac ché do
chinh sach mién giam, cap bu hoc phi, ho trg chi phi hoc tap, ché do hoc sinh
khuyeét tat.

Theo doi, 1ap ho so vé vige tiep nhan, ban giao, st dung, bién dong, kiém
ké, khau hao, thanh 1y tai san.

Kiém nhiém: Ké toan Chi bo
Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong;
3. Ba Hoang Thi Ha — Nhéan vién Van thu.

Thuyc hién nhiém vu ctia cong tac Van thu: Quan 1y con diu ctia nha truong;
quan ly hd so luu trir cua nha truong, quan 1y, theo ddi cong van di, dén trén hé
thong Van phong dién tir (http://hscvpgd.hdb.dienbien.gov.vn/pgddienbien/),
dau mbi mot cira tiép nhan va tra két qua; Quan 1y cap phat Bang TN THCS.

Nhiém vy khac: Quan ly van hanh may photo; Theo ddi quan ly thiét bi, dé
xuat sira chira, bao dudng thiét bi van phong. Truc trong 2 budi/ngay

Thuc hién cac nhiém vu khac khi dugc Hi€u trudng phan cong;
4. Ong Vii Vin Ngoc — Nhan vién Bao vé (Hop dong theo Nghi dinh
s6 111/2022/NP-CP).

Nhiém vu: Pam bao ANTT- An toan phong chéng chay nd; Theo doi quan
1y bao v¢ tai san nha truong; Phuy trach cong tac tu sta CSVC thuong xuyén;
Tréng coi xe cia CBGV-NV va khach dén truong. Van hanh sta chira hé théng
cép nudc phuc vu cac hoat dong nha trudong (chiu trach nhi¢m chinh); Cham soc,
cit tia cay canh.

Thuc hién cac nhiém vu khac khi dugc Hiéu truong phan cong;

IV. Nhém thu ky tong hop.
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1. Ba: Ngé Thuy Piép - Thu ky hoi dong sw pham.

Ghi chép nghi quyét cac cudc hop hoi dong su pham nha truong va cac bién
ban khac khi Hi¢u truong giao; Tham muu va tong hop giup Hibu trudong mot sb
van ban, bao céo khac khi can.

Tham muu hé thong vin ban, hd so ctia Hoi dong trudng.

Phuy trach cap nhat néi dung lién quan dén cong tac kiém dinh chat luong va
cong nhan truong dat chuan quoc gia theo thong tu 18/2018/TT-BGDDT. Thong
tu 13/2020/TT-BGDDT vé tiéu chuan co sé vat chat va Thong tu 23/2024/TT-
BGDDT b6 sung Thong tu 13/2020/TT-BGDDT vé tiéu chuan co sé vt chat.

Tong hgp bao cdo cong tac kiém tra ndi bo hang thang, bao céo so két, tong
két ki€ém tra no1 bo.

Tong hop cac biéu bao cao hoc ki I; hoc ki II va cac sb liéu téng hop
chuyén mon khéc khi duge chuyén mén nha truong giao.

Thu ky téng hop hoat dong cuia Ban dai dién cha me hoc sinh nha trudong.
Phu trach cong tac tu van tAm 1y hoc duong, cong tac gido duc phap luat.
2. Ong Pinh Xuan Quyét - tong hop.

X4y dung ké hoach TTHT cong dong trong nam.

Tong hop bao cdo TTHTCH, GD thudng xuyén, bao cdo trién khai va thu ky Hoi
khuyén hoc x3, thu ky tong hop Chi hoi khuyén hoc cta nha truong. Tong hop
cac ngudn tir thién quyén gop ¢ trong va ngoai nha trudng, GD hoc sinh dan toc,
GD thuong xuyén. Cung d/c Hi€p phu trach lam cac video luu gitt quang ba céc
hoat dong ctia nha truong.

Tong hop bao céo cac hoat dong khac khi duoc nha trudng giao.

Tong hop cong tac pho cap GDTHCS; Théng ké do tudi toan xa theo cap
hoc (11 tudi — 21 tudi).

V. Céc to chuyén mon va viin phong

1. Té truéng chuyén mon.

Céc to trudng chuyén mon chiu sy chi dao truc tiép cua Ban gidm hiéu.
TH trudng chiu trach nhiém truéc BGH vé céc hoat dong ctua td:

~ Xay dung ké hoach hoat dong chung cua téz huéng dan xay dung va quan li
ké hoach day hoc (phan phoi chuong trinh) cua td6 vién theo cac quy dinh cia Bo
GD&DT.

Phan cong cong tac phu hop vdi nang luc cua GV trong t6, phan cong GV
on HS gioi cac cugc thi do xa, S6 GDDT t6 churc va cac cudc thi khac.

T6 chitc bdi dudng chuyén mén, nghiép vu; t6 chirc kiém tra ddnh gia chat
1u:o'ng thye hién nhiém vu cua gido vién theo ké hoach nha truong (chi y cong tac
boi dudng, tap huan...GV day 16p 9 chuong trinh GDPT 2018)
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Chiu trach nhiém cac hoat dong ctia phong hoc bo mon thudc chuyén mon
t0, dam bao ho so theo dung quy dinh.

Dé xuat khen thudng ki luat di véi gido vién thude to.
T6 chuyén mén sinh hoat hai budi/thang.
Phén cong gido vién day hodc lam cong viéc thay d6i v0i gido vién cua T6
da duoc HiGu truong giai quyét cho nghi (Do cong viée dot Xuét cla truong, cla
nganh diéu dong hodc 6m dau, cong viéc gia dinh can thiét phai xin nghi).

Cham cong céac thanh vién cua t6 hang ngay trong thang.

T6 truong theo doi va giup dd cac to vién hoan thanh nhiém vu, xay dung
khéi doan két cua t6 va doan ket v6i cac to khac; Cung voi cong doan tich cuc
tham gia phong trao thi dua 2 t6t, cham lo doi sdng vat chét tinh thin cho GV-NV
trong to.

Duyét Qé, tong hop dé kiém tra thuong xuyén, giita hoc ky, hoc ki, ¢¢ HSG
cac mon cua to trude khi giri BGH.

Kiém tra ho so, ké hoach bai day dinh ki hang thang trudc thoi gian kiém tra ctia
BGH.

Tong hop, bao cdo cac thong tin hoat dong cia to vé Hiéu truong vao ngay
10 va 27 hang thang.

Phu trach cong tac xay dung canh quan nha truong.
2. Céc Phé to trwong chuyén mén:

Thue hién va chiu trach nhiém trudc T trudng vé nhiém vu duoc T6
truong phan; cung Té trudng chiu trach nhiém truéc BGH vé cac hoat dong cd
lién quan cua t6 chuyén mén. Thu ky t6 chuyén mén

3. T6 trwéng Vin phong:

T6 chirc va diéu hanh cac hoat dong trong t6 thudc linh vuc hanh chinh vin
phong cua nha trudng.
Pé xuat khen thudng ki luat dbi voi nhan vién thudc t6 quan 1i.
Phan cong nhan vién 1am cong viéc thay dbi véi nhan vién cia t6 di duoc
Hi¢u trudng gidi quyét cho nghi (do cong viéc dot xuat ctuia truong, cua nganh
diéu dong hodc dm dau, cong viéc gia dinh can thiét phai xin nghi).
Chidm cong cac thanh vién cia CBGVNV toan trudng hang ngay trong
thang.
T6 truong theo doi va giap do cac t6 vién hoan thanh nhiém vy, xay dung
khéi doan ket ctia tO va doan két véi cac to khéc; cung voi cong doan tich cuc
chim lo d&i séng vat chit tinh than cho nhén vién trong t6.

Diéu hanh t6 vin phong: Thong ké théng ké tong hop vé cong tac tai chinh
ké toan, tai san bao cdo theo quy dinh hoic theo yéu ciu cla céc cap, cong tac y té
truong hoc, cong tac bao vé....
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Tong hop, bao cdo cac thong tin hoat dong cia to vé Hiéu truong vao ngay
27 hang thang.

* Can cir vao tinh hinh thuc té nam hoc cia truong, ngoai nhiém vu cong
viéc cua cac to chuyén mon dd néu o trén, nha truong giao phu trdch kiém nhiém
cong tac khac, cu thé nhu sau:

VI. Cac khoi trwdmg chii nhié¢m.

* Khéi 6: Ba Hoang Thanh Tam

* Khéi 7: Ba Vit Hong Thanh

* Khéi 8: Ba Doan Thj Lua

* Khéi 9: Ba Ca Thi Ngoc

Piéu khién moi hoat dong cua chu nhiém trong khdi, d6n ddc chi nhiém cua
khoi thuc hién theo chuong trinh di€u 1€, phong trao D61, cdc ndi dung khéc lién
quan dén cong tac chi nhiém va céc hoat dong do T6 trudng chii nhiém pho bién.

Chu tri hop khéi chu nhiém xét thi dua cac 16p trong khdi theo cac dot thi
dua xét duyét.

Téng hop céc loai chung cta khoi khi nha trudng yéu cau nhu Emis dau
nam, ki I; Cudi nam va cac biéu khi can.
Phéi hop chit ché véi GVCN, GVBM dé nidm bat kip thoi dién bién HS ctia khoi.
Tham gia binh xét thi dua truong cudi hoc hoc ky I, cudi hoc ky I va ca nam.
VIL Poan thé trong trudng.
1. Tong phu trach:

Lén ké hoach hoat dong doi theo dung chu dé huong dan cta Hoi déng boi1
huyén Dién Bién.

Lén ké hoach t6 chirc cac hoat dong phong trao thi dua trong nim theo chi
dé so két thi dua tuan, tong két thi dua thang, hoc ky, ndm hoc vé hoc tap, phong
trao, hang thang 1én ké hoach phoi hop véi truong 1am ké hoach chung. Kiém tra
giam sat hoat dong ddi sao do, kiém tra né nép hoc sinh, hop BCH lién dfi. Chiu
su chi dao truc tiép cia Hiéu trudng (Chiu trach nhiém té chirc tot cac hoat dong
doi theo quy dinh vé cong tac ddi trong nha truong; To chirc tot phong trao thi
dua theo khoéi hoc sinh, theo doi cham thi theo tuan, thang, hoc ki, nam cua cac
16p, cac chi doi; cac hoat dong van ngh¢, TDVS, hoat dong san truong cad chinh
khoa va ngoai khoa, cong tac trang tri 16p hoc, v¢ sinh canh quan moi truong,
cham séc bon hoa cdy canh; xay dung ké hoach, trién khai thuc hién ké hoach
cong tac do1, phoi hop vo1 GVCN gido duc rén luyén né nép hoat dong cia hoc
sinh, xay dung va st dung quy doi diing quy tac tai chinh).

Theo doi cac t6 chirc cad nhan tai trg va cap hoc bong cho hoc sinh.
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Téng hop, bao cdo cac thong tin hoat dong ctia Doi vé Hiéu trudong ngdy 27
hang thang; Thuc hién cac bao cio cac cap vé cac t6 churc hoat dong trong truong
lién quan dén hoc sinh.

Phy trach vin nghé ctia GV va HS cung dong chi Tran Van Dién.

Cung v6i nhom bién tap tin bai dang tai Ién Website, Faceboook ctia nha
truong.

Xay dung ké hoach, béo céo hoat dong cua HoO1 Chit thap do nha truong.
Thu thap, téng hop cac nguén tai trg, xa hoi hoa trong nam hoc.

Xay dung ké hoach, bao cao két qua gido duc hoc sinh c6 hoan canh kho
khan, hoc sinh gdp khé khan trong hoc tap va rén luyén cua nha truong.

2. Bi thw chi doan:

Chi dao diéu hanh hoat dong Chi doan gido vién va hoc sinh nha truong
theo di€u 1€ t6 chirc Poan thanh nién cong san H6 Chi Minh.

Lén ké hoach hoat dong chi doan theo dng chi dao ctia cap trén.

Chi dao truc tiép hoat dong Poi thiéu nién Tién phong Ho Chi Minh (phan
cong doan vién ho trg cac phong trao Do1).

T6 chirc sinh hoat thanh nién hang thang dudi nhiéu hinh thirc cau lac bo,
man dam sinh hoat ...

Boi dudng phat trién doan vién hoc sinh.

Tham muu véi hiéu trudng trong cong tac bd tri nhan su Poan vién GV.
Xay dung cac ké hoach hoat dong phong trao thé duc, thé thao cua giao
vién va hoc sinh toan trudong trong nam hoc.

~ Cung voi d/c Boan Cao Quyén xay dung ké hoach, phat trién phong trao
thé thao trong CBGVNYV;

3. Ban phap ché:

- Thuong xuyén tuyén truyén pho bién, gido duc phap luat t6i toan thé can
b0, gido vién, nhan vién va HS trong toan truong.

- B/c Ngb Thuy Diép: tham muu cong tac phap ché trong nha trudng.

4. Ban TTND:
- Truéng ban TTND, x4y dung ké hoach va t6 chirc thuc hién cia Ban TTND.
VIII. Ban lién tich.

Gom: Bi thw chi bd, BGH, TKHD, Bi thu chi doan, Tong phuy trach doi, T
trudng chuyén mon, van phong (4T96), Truong ban thanh tra nhan dan.

IX. Hoi dong thi dua:
- Chu tich: Hiéu truong
- Pho chu tich: Cac Pho hi¢u truéng
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- C4c Uy vién: Chi by dang + BTCD + TPT + TTCM + Gido vién TKHD +
TTVP + Dai dién GVCN (Tham dy binh xet thi dua truong theo timg dot, cudi
hoc ky I, cudi hoc ky II va ca nam hoc).

X. Hoi dong ky luat:
- Chu tich: Hiéu trudng
- Pho chu tich: Cac Pho hi¢u truong.

- Uy vién: TKHD, TPT, GVCN, TTCM, TTVP, Dai di¢n hdi cha me¢ hoc
sinh (néu ky luat HS).
_Cdc thanh vien Can bo quan ly, Ban lién tich, 16 chirc doan thé phdi cé day
du ho so theo quy dinh diéu lé truong hoc thuoc mang dwoc phan cong quan ly
chi dao va thuc hién.

- Trong qud trinh thyc hién cé thé diéu chinh bé sung cho phii hop voi thuec té.
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