





PHONG GD-BT PAI LOC

Phu luc 1

TRUONG TIEU HQC HUA TAO

BANG PHAN CONG NHIEM VU

(Ban hanh kém Dé dn vi tri viéc lam Truwong Tiéu hoc Hiva Tao nim hoc 2019- 2020))

TT

Tén cong viéc

Noi dung cu thé ctia cong viéc

Cong viéc thudc linh dao, quan ly, diéu hanh

Nguyén Vin Mua-
BTCB- Hi¢u
truéng.

1) Chiu trach nhiém trude Phong Gido duc va Pao tao huyén Dai Loc va Uy ban n
cong vigc chung cua Truong Tiéu hoc Hura Tao; Chiu trach nhiém chét lugng gido dy
2) Xay dung Ké hoach phat trién GD dai han; Ké hoach Kiém diém Pang vién chi
nha truong; Bé an Vi ti viée 1am; K& hoach phan cong nhiém vu CBVC; Ké hoach
kiém tra ndi bd truong hoc; ké hoach danh gia Chuan HT, PHT; ké hoach KPCLGD
hoat dong Hoi dong truong; ké hoach phong chdng thién tai, tim kiém ctru nan; K¢
phong chdng th/ tai; tim kiém ciru nan; Xay dung ndi quy co quan; Quy ché phdi |
hanh cong vigc; K& hoach kiém tra Day thém- Hoc thém.

3) Phu trach cong tac chinh tri tu tuwong, tai chinh ké hoach, cong tac co cAu td chirc
tra, kiém tra, giai quyét khiéu nai, t6 céo, quyét dinh khen thudng, ky luat.

4) Quan li d¢anh gia CBVC, HS; quan 1y hoat dong y té; cong tac chir thap do trong n
5) Thuc hién QC dén chu co sd, tiép dan theo quy dinh, tao diéu kién cac td chirc ho
héi cung tham gia hoat dong gido duc; Quan 1y, phu trach cong tac xay dung thiét ké

Nguyén Thi My
Linh- Ph6 Hi€u
truéng:

1) Quén 1y, chi dao hoat dong CM t6, GV(Chuong trinh, HSSS, PDDH, gid giac .
ndi bd Chuyén mon; ké hoach boi dudng CMNV CBVC; ké hoach BDHS nang kh
quan 1y cac ky thi trong nam; bao cao so két, tong két theo nhiém vu giao...

2) Tham gia Quan ly chi dao hoat dong gido duc NGLL. Quan ly, thuc hién cac hog
hoat dong TV-TB.

3) Quan 1y cac phong trao hoi thi (GVG- HS ning khiéu; PDDH, VSCD, cdc mon n:
4) Giap HT quan 1i HS va t6 chirc cac hoat dong gido duc, md s6 theo ddi ting thay
tuyén sinh; HS chuyén trudng; theo ddi két qua danh gia, xép loai HS, céc loai dar
quan 4 tiét/ tuan

5) Chiu trach nhiém cép nhat thong tin, luu trir ho so Tiéu chuan 5 (KDCL va chuan
- Hing thang, bao cao dinh ky cho Hiéu truong bang vin ban va qua Gmail Uamlel$

II.

Cong viéc hoat dong nghé nghiép

Htra Thuy Tram
(GVCN 5D-
Kiém CTCD)

a) Chu nhiém 16p 5D. Thyc hién gidng day; hoat dong theo Diéu 1€ Truong Tiéu hoc
b) Tham gia boi dudng vé chinh tri, CMNV; giang day 17 tiét/ tuan; dugc huong ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Pang tin; bai 1én Website truong dam bao chi ti€u
em/kh6i/mon); c6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Diéu 18 truong tiéu hoc. Hd tro va tao diéu kién GV anh van t6 ¢
d/ CTCP chiu sy lanh dao tryc tiép ctia Bi thu chi bo (Poan thé) va Hiéu trudng, Ph
va to chue cong doan, thanh tra hoat dong dung theo Diéu 18 quy dinh. Pho ban tr
dong thi dua, khen thudng...) c6 trach nhiém xay dung ké hoach, kiém tra, tong ké
quy dinh. Xay dung ban cam két cac cudc van dong; dac biét xay dung ban cam két
HS...

e/ Co ké hoach va van dong 100% CBCC tham gia cac phong trao thi dua; Pang tir
tin/ky; xay dung ké hoach BDHS ning khiéu (Béng da Mini Nam — Ni¥; chay xa nha
- Chju trach nhiém cip nhat thong tin, luu trir hd so Tiéu chuan 4 (KPCL va chuan Q
- Hang thang, bio cio dinh ky cho Hi¢u truéng bang vin ban va qua Gmail Uamlel §
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Nguyén Thi Hong
Diém (TPT
kiém Pho ban
truc NGLL,
Phong trao TD
trong HS- T6
truéng to VP).

a) Chiu trach nhiém cong tic D61, Sao nhi ddng va NGLL. T chirc hoat dong cac pl
D061 do HD d6i huyén, xa quy dinh. Phan cong HS truc vé sinh theo khu vyc, danh
phéi hop GV MT trang tri, cit dan khau hiéu, cdm co vao nhitng ngay 18, hoi. Xéy
khai tai phong hoc va phong Hoi dong). Quan 1y ban trG 33 em tai phong 2

b) GVTPT Do¢i truong hang II theo TT28/BGDDT ngay 21/10/2009 day 1/3 dinh n
so voi dinh mirc. Lam T4 truong Vin phong Théng nhat day 4 hodc 5 tiét/tuan dé tan
c¢) Du céc lop boi dudng vé chinh tri, chuyén mon, nghiép vy; tham gia gidang mot
d6 phu cip va cac chinh sach uu dai theo quy dinh.

d/ Phé ban trwe cac to chtrc trong nha truong (NGLL, “Phong trao XD THTT,HS'
cac hoi thi...) c6 trdch nhiém xay dyng ké hoach, kiém tra, téng két, danh gia két qui
- Chiu trach nhiém cip nhat thong tin, luu trir hd so Tiéu chuan 2 (KDCL va chuin Q
d/ Céong tac kiém nhiém: T6 truong vin phong chiu trach nhiém xay dung ké hoach
phong; hang thang cong khai ké hoach va Lich cong tac tai phong Tiép dan; bao céo
tac tai phong hoi déng ; chiu su lanh dao truc tiép cua Hi€u trudng; uy vién cac cudc
quy hop t6 va dinh ky 2 1an/ thang theo Piéu 1¢ truong tiéu hoc, t6 chtc binh chon dz
- Hang thang, bao cdo dinh ky cho Hiéu trudng bang vin ban va qua Gmail Uamlel§

Pham Thi Ninh
To truwdéng to 1-
Chu nhiém 16p 1A)

a) Chiu trach nhiém xay dung Kké hoach, chi dao hoat dong chuyén mon to 1, hoan
hoach KTNB t6 va chiu su lanh dao truc tiép cua BGH.

b) Chu nhiém 16p 1A. Thyc hién giang day; hoat dong theo Diéu 1€ Truong Tiéu hoc
¢) Tham gia bdi dudng vé chinh tri, CMNV; giang day 17 tiét/ tuan; dugc huong ché
d) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoa
HKI va 100% HKII (2/2020). Bang tin; bai 1én Website truong dam bao chi tiét
em/kh6i/mon); c6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Piéu 1¢ truong tiéu hoc.

- Hang thang, béo cdo dinh ky cho Hiéu trudng bang vin ban va qua Gmail Uamlel§

Pham Thi
Anh-2A- TTCM

a) Chiu trach nhiém xay dyng ké hoach, chi dao hoat dong chuyén mon to 2, hoan
td va chiu su lanh dao truc tiép cua BGH.

b) Chu nhiém 16p 2A. Thyc hién giang day; hoat dong theo Diéu 1€ Truong Tiéu hoc
¢) Tham gia bdi dudng vé chinh tri, CMNV; giang day 17 tiét/ tuan; dugc huong ché
d) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoa
HKI va 100% HKII (2/2020). Pang tin; bai 1én Website truong dam bao chi tiét
em/kh6i/mon); c6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Piéu 1& truong tiéu hoc.

- Hang thang, béo cdo dinh ky cho Hiéu trudng bang vin ban va qua Gmail Uamlel§

Truong Thi Kim
Loan -CN3A-
TTCM t6 3

a) Chiu trach nhiém xay dung ké hoach, chi dao hoat dong chuyén mon t6 3, hoan
td va chiu su lanh dao truc tiép cua BGH.

b) Chu nhiém 16p 3A. Thyc hién gidng day; hoat dong theo Diéu 1€ Truong Tiéu hoc
d) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoai
HKI va 100% HKII (2/2020). Bang tin; bai 1én Website truong dam bdo chi tiét
em/khbi/mén); ¢6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Piéu 1& trudong tiéu hoc. Hd tro va tao diéu kién GV anh van to ¢
- Hang thang, bio cio dinh ky cho Hiéu truéng bang vin ban va qua Gmail Uamlel §

Nguyén Thi Thuc
Anh -CN
4A-TTCM

a) Chiu trach nhiém xay dung ké hoach, chi dao hoat dong chuyén moén td 4, hoan
t6 va chiu sy lanh dao truc tiép cua BGH.

b) Chii nhiém 16p 4A. Thyc hién giang day; hoat dong theo Diéu 1& Truong Tiéu hoc
¢) Tham gia bdi dudng vé chinh tri, CMNV; giang day 17 tiét/ tuan; dugc huong ché
d) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoai
HKI va 100% HKII (2/2020). Bang tin; bai 1én Website truong dam bao chi tiét
em/khbi/mén); ¢6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Piéu 1& trudong tiéu hoc. Hd tro va tao diéu kién GV anh vin to ¢
- Hang thang, bio cio dinh ky cho Hiéu trudng bang vin ban va qua Gmail Uamlel §
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Lé Thi Loc - CN
5A-TTCM tb 5

a) Chiu trach nhiém xay dyng ké hoach, chi dao hoat dong chuyén mon t6 5, hoan
td va chiu su lanh dao truc tiép cua BGH.

b) Chu nhiém 16p 5A. Thyc hién giang day; hoat dong theo Piéu 1€ Truong Tiéu hoc
¢) Tham gia bdi dudng vé chinh tri, CMNV; giang day 17 tiét/ tuan; dugc huong ché
d) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoa
HKI va 100% HKII (2/2020). Pang tin; bai 1én Website truong dam bao chi tiét
em/khbi/mon); ¢6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h
hoc 2019-2020 theo Diéu 1& truong tiéu hoc. Hd tro va tao diéu kién GV anh vin t
Hing thang, bao cdo dinh ky cho Hiéu truéng bang vin ban va qua Gmail Uamlel 96

Nguyén Thi Thuy
[_inh- Day Anh van
-TTCM

a) Chiu trach nhiém xay dung ké hoach, chi dao hoat dong chuyén mon t6 ngoai ngt
KTNB t6 va chiu su lanh dao truc tiép cua BGH.

b) Day mén tiéng Anh khéi 1-5. Dang tin; bai 1én Website trudng dam béao chi tié
dung Web don vi. Thanh 1ap CLB tiéng Anh (60 em/toan truong. Co trach nhiém
giao luu boi dudng tir tudn 5 nam hoc 2019-2020 theo Diéu 1é truong tiéu hoc. Sinh |
¢) Du céc 16p boi dudng vé chinh tri, chuyén mon, nghiép vu; tham gia giang day
BDHS phu hop theo TT 28/BGD; dugc hudng ché do phu cap uu dai theo quy dinh.
d) - Hang thang, bao c4o dinh ky cho Hiéu truéng bang vin ban va qua Gmail Uamle

L& Thi Bao Nguyét
(CN1B)

a) Chu nhiém 16p 1B. Thuc hién gidng day; hoat dong theo Piéu 1€ Truong Tiéu hoc
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; dugc hudng ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Bang tin; bai 1én Website truong dam bao chi ti€u
em/khbi/mén); ¢6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Diéu 1¢ truong tiéu hoc.

11

Nguyén Thi
Hong Loan
(CN 1C kiém
TPCM)

a) Chu nhiém 16p 1C. Thuc hién gidng day; hoat dong theo Diéu 1€ Truong Tiéu hoc
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; dugc huong ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Pang tin; bai 1én Website truong dam bao chi ti€u
em/kh6i/moén); c6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Diéu 18 truong tiéu hoc.Quan 1y ban tra 33 em tai phong 3

12

Nguyén Thi My
Lién (CN1D)

a) Chu nhiém 16p 1D. Thyc hién giang day; hoat dong theo Diéu 1€ Truong Tiéu hoc
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; duoc hudng ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Dang tin; bai 1én Website truong dam bao chi tiéu
em/kh6i/mon); c6 trach nhiém xay dung ké hoach boi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Piéu 1& truong tiéu hoc. Quan 1y ban trii 37 em tai phong 4

13

Nguyén Thi Thién
(CN2B)

a) Chu nhiém 16p 2B. Thyc hién giang day; hoat dong theo Piéu 1€ Truong Tiéu hoc
KTNB t6 va chiu su lanh dao truc tiép cua BGH.

b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 18 tiét/ tuan; dwoc hudng ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan
HKI va 100% HKII (2/2018). Dang tin; bai 1én Website truong ddm bao chi ti€u 2
boi dudng HS nang khiéu va K& hoach phu dao HS chua dat chudn tir tudn 5 ndm ho
Quan ly ban tra

14

Nguyén Thi Thu
Thao (B) (CN2C)

a) Chu nhiém 16p 2C. Thyc hién giang day; hoat dong theo Diéu 1& Trudng Tiéu hoc
KTNB t6 va chiu sy 1anh dao truc tiép cua BGH.

b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20tiét/ tuan; duoc hudng ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan
HKI va 100% HKII (2/2018). Bang tin; bai 1én Website truong dam bao chi ti€u 2
boi dudng HS nang khiéu va K& hoach phu dao HS chua dat chudn tir tudn 5 ndm ho
Quan ly ban tra
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15

Duong Phuong
Thanh
(CN2D)

a) Chu nhiém 16p 2D. Thuc hién giang day; hoat dong theo Piéu 1€ Truong Tiéu ho
KTNB tb va chiu sy lanh dao truc tiép ciia BGH. (Tam thoi phan cong ¢6 Lé Hoa C)
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; duoc hudng ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan
HKI va 100% HKII (2/2018). Bang tin; bai 1én Website truong ddm bdo chi ti€u 2
bdi dudng HS ning khiéu va Ké hoach phu dao HS chua dat chuan tir tuan 5 nam ho

16

Tran Thi Chau-2E

a) Chu nhiém 16p 2E. Thuc hién giang day; hoat dong theo Diéu 1€ Truong Tiéu hoc
KTNB t6 va chiu sy lanh dao truc tiép cia BGH. (Tam thoi phan cong ¢6 Lé Hoa C)
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; duoc hudong ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan
HKI va 100% HKII (2/2018). Bang tin; bai 1én Website truong ddm bdo chi ti€u 2
boi dudng HS nang khiéu va Ké hoach phu dao HS chua dat chuén tr tudn 5 nam hox

17

Pham Thi Hanh-
CN3B

a) Chu nhiém l6p 3B. Thyc hién giang day; hoat dong theo Diéu 1€ Truong Tiéu hoc
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; dwoc hudng ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Pang tin; bai lén Website truong dam bao chi tiéu
em/kh6i/mon); c6 trach nhiém xay dung ké hoach boi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Piéu 1& truong tiéu hoc. Hd tro va tao diéu kién GV anh van td ¢

18

Nguyén Thi Bich
Tram (CN 3C)

a) Chu nhiém 16p 3C. Thuc hién gidng day; hoat dong theo Piéu 1€ Truong Tiéu hoc
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; dugc hudng ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Bang tin; bai 1én Website truong dam bao chi ti€u
em/khbi/mén); ¢6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Piéu 1é truong tiéu hoc. H) trg va tao diéu kién GV anh vin to

19

Nguyén Thi Kim
Lé -CN 3D

a) Chu nhiém 16p 3D. Thyc hién gidng day; hoat dong theo Diéu 1€ Truong Tiéu hoc
b) Tham gia boi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; dugc huong ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Pang tin; bai 1én Website truong dam bao chi ti€u
em/kh6i/mén); c6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Diéu 18 truong tiéu hoc. Hd tro va tao diéu kién GV anh van t6 ¢

20

Truong Thi Mong
Ngoc- 4B

a) Chu nhiém 16p 4B. Thuc hién giang day; hoat dong theo Diéu 1€ Truong Tiéu hoc
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; dwoc hudng ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Dang tin; bai 1én Website truong dam bao chi tiéu
em/kh6i/mon); c6 trach nhiém xay dung ké hoach boi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Piéu 1& truong tiéu hoc. Hd tro va tao diéu kién GV anh vin to ¢

21

Phan Thi Kim
Cuc- CN 4C

a) Chu nhiém 16p 4C. Thuc hién gidng day; hoat dong theo Piéu 1€ Truong Tiéu hoc
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; dugc huong ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Bang tin; bai 1én Website truong dam bao chi ti€u
em/khbi/mén); ¢6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Piéu 1& truong tiéu hoc. Hd tro va tao diéu kién GV anh vin to ¢

22

D6 Thi Thanh
Huong -CN 4D

a) Chu nhiém 16p 4D. Thyc hién giang day; hoat dong theo Diéu 1€ Truong Tiéu hoc
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; dugc huong ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Pang tin; bai 1én Website truong dam bao chi ti€u
em/kh6i/mon); c6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 19-20 theo Diéu 1& truong tiéu hoc. Hd tro va tao diéu kién GV anh van t6 chuc

23

Nguyén Thi Thu
Thao- CN 5B-
kiém TKHD, Pai

a) Chii nhiém 16p 5B. Thuc hién gidng day; hoat dong theo Diéu 1é Truong Tiéu hoc
b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 18 tiét/ tuan; dugc hudng che




dién Poan Thanh
nién.

d) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoai
HKI va 100% HKII (2/2020). Dang tin; bai 1én Website truong dam bao chi tiét
em/khbi/mén); ¢6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 2019-2020 theo Piéu 1& truong tiéu hoc. Hd tro va tao diéu kién GV anh van td ¢
d/ Cong tac kiém nhiém (TKHD): TKHD c6 trach nhi¢ém ghi chép thong tin trong
khach quan, cong khai, luu trit hd so tai phong Hiéu truong sau khi cap nhat.

24 | Tran Pha Du a) Chu nhiém 16p 5C. Thuc hién giang day; hoat dong theo Piéu 1€ Truong Tiéu hoc
(CN 50) b) Tham gia bdi dudng vé chinh tri, CMNV; giang day 20 tiét/ tuan; dugc huong ché
¢) 100% HS tham gia BHYT theo luat dinh va it nhat 90% tham gia BHTN (Hoan th:
va 100% HKII (2/2020). Pang tin; bai 1én Website truong dam bao chi ti€u
em/kh6i/mon); c6 trach nhiém xay dung ké hoach bdi dudng HS ning khiéu va Ké h,
hoc 19-20 theo Diéu 1& truong tiéu hoc. Hd tro va tao diéu kién GV anh van t6 chuc
d/ TBLP chiu su lanh dao truc tiép ctia Hiéu trudng cb trach nhiém xay dung ké he
trach nhiém mo so theo doi kiém tra, cudi thang tong két, danh gia két qua lao dong -
25 | Pham Thi Bich a) Day mon Am nhac 23 tiét/tuan; Pang tin; bai 1én Website trudng dam béo chi tié
Lé (AN) som quan 1y nhic nhd né nép HS TTD va don vé sinh. Xay dung ké hoach bdi dudr
Lé Thi Lé Hoa chiu trach nhiém van nghé cac ngay 1&, hoi trong GV va HS. Du cac |
b/ Chju trach nhiém vé chat lugng mon Am nhac, HS nang khiéu; sinh hoat chuyén r
26 | Lé Thi Lé Hoa a) Day mon Am nhac 23 tiét/tuan; Pang tin; bai 1én Website truong dam béo chi tié
(AN) sém quan 1y nhic nhé né nép HS TTD va don vé sinh. T6 chirc Thanh 14p CLB 4m t
khiéu; chu dong tham muu nha trudng phdi hop véi ¢6 Pham Thi Bich Lé chiu trac
HS. C6 trach nhiém phdi hop v6i Poi-NGLL xay dung ké hoach vin nghé ‘Ming B
tri, CMNV;
b/ Chju trach nhiém vé chat luong mon Am nhac, HS nang khiéu. Sinh hoat chuyén 1
27 | Lé Hién Nga (AN)| a) Day mén Am nhac 21 tiét/tuan; Dang tin; bai 1én Website truong ddm bao chi ti
c6 trach nhiém chinh trong viéc xay dung ké hoach trang tri va phuc vu L& hoi 1i¢
thuat va xay dung ké hoach bdi dudng HS ning khiéu; tham muu nha truong t6 ch
boi dudng vé chinh tri, CMNV;
b/ Chju trach nhiém vé chat lugng mon MT theo PP moi, HS nang khiéu; sinh hoat ¢
28 | Nguyén Vin a) Day moén My Thuat 21 tiét/tudn; Pang tin; bai 1én Website truong dam béo chi ti
Quang co trach nhi¢m chinh trong viéc xay dung ké hoach trang tri va phuc vu L& hoi 1i¢
(Day MT kiém thuat va xay dung ké hoach bdi dudng HS ning khiéu; tham muu nha truong t6 ch
TBVTM) bdi dudng vé chinh tri, CMNV;
b/ Chiu trach nhiém vé chat lugng mon MT theo PP méi, HS nang khiéu; sinh hoat ¢
29 | Luong Thi Bai a) Day moén My thuat 23 tiét/tuan. Dang tin; bai 1én Website truong dam bao chi ti
(Day MT) trach nhiém phéi hop GV MT xay dung ké hoach bdi dudng HS nang khiéu; t6 ch
bdi dudng vé chinh tri, CMNV; chiu sy chi dao truc tiép cia TTCM va BGH
b/ Chju trach nhiém vé chat lugng My thudt, sinh hoat chuyén mon to 2. Quan ly ban
30 | Ha Thi Xuan Thu |a) Day mén tiéng Anh khdi 1-5. Ping tin; bai 1én Website trudng dam bao chi tiéu
- Day Anh van cung 2 GV con lai trong to tir tudn 3 nam hoc 2019-2020 theo Diéu 1¢ truong tiéu ho
b) Du céc 16p bdi dudng vé chinh tri, chuyén mén, nghiép vu; tham gia giang day
ché d6 phu cip va cac chinh sach wu dii theo quy dinh.
31 | Nguyén Thi Ly a) Day mon tiéng Anh khi 1-5. Pang tin; bai 1én Website truong dam béo chi tiéu
Va (Day Anh van) |cung 2 GV con lai trong t6 tir tudn 3 nim hoc 2019-2020 theo Piéu 18 trudng tiéu ho
b) Du cac 16p bdi dudng vé chinh tri, chuyén mén, nghiép vu; tham gia giang day
ché do phu cap va cac chinh sach vu dii theo quy dinh.
32 Nguyén Thi Bich |a) Day mén Tin hoc khdi 3:4:5, thuong xuyén v¢ sinh va bdo dudng may tinh; ho
(DayTin hoc) truc tiép cia TTCM va BGH. Hb trg GV BDTX mén tin hoc. Sinh hoat CM t6 3.

b) Du céc 1op boi dudng vé chinh tri, chuyén mon, nghi¢p vu; tham gia giang day
trach nhiém tinh toan tham muu chi trd ding quy dinh); dugc hudng luong, ché d6 p!




¢/ Chu dong Phédi hop véi Pho Hiéu trudng t6 chirc cho GV BDTX va tham gia tap
Iy cong tac xay dung thiét ké Website don vi va tong hop danh gia nhan xét viée Dar
dung; quan 1y may tai phong Tin (wu diém, ton tai, dé xuat, kién nghi), hang thang,
va qua Gmail Uamlel 96 7@gmail.com.vao ngiy 25 hing thang.

33

Lé Phudce Dao
( DayTD kiém
TTND)

a) Thyc hién giang day; hoat dong mon Thé duc theo Diéu 1€ Truong Tiéu hoc. Ph
xdy dung ké hoach, t6 chuc tuyén chon bdi dudng HS ning khiéu va phong trao TD
5; chiu su chi dao truc tiép cua BGH

b) Du céc 16p boi dudng vé chinh tri, CMNV; tham gia giang day 20 tiét/tun; duoc
theo quy dinh. Dang tin; bai 1én Website truong ddm bdo chi tiéu giao. Sinh hoat chu
¢/ TTND chiu sy lanh dao truc tiép ctia Bi thu chi bo (Poan thé) va Hiéu truong, Ph
va to chirc thanh tra hoat dong ding theo Piéu 1é quy dinh. X4y dung cac ké hoach v
d/ C6 ké hoach va van dong 100% CBCC tham gia cic phong trao thi dua; Dang tir
tin/ky; xay dung ké hoach BDHS ning khiéu (Bong d4 Mini Nam — Ni¥; chay xa nha
- Hang thang, bio cdo dinh ky cho Hi¢u truéng bang vin ban va qua Gmail Uamlel §
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Nguyén Dai Phudc
(Day thé duc)

a) Thuc hién giang day; hoat dong mon Thé duc theo Piéu 1€ Truong Tiéu hoc. Ph
xay dung ké hoach BDHS nang khiéu (Boi 16i; CO vua...); to chirc tuyén sinh bdi
tinh than tu nguyén theo nhu cau Phu huynh (Boi 16i); chiu su chi dao truc tiép cua T
b) Du cac 16p bdi dudng vé chinh tri, CMNV; tham gia giang day 22 tiét/tuan; duoc
theo quy dinh. Ping tin; bai 1én Website truong dam béo it nhat 2 bai. Sinh hoat chuy
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Lé Thi Son -Day

a) Day nhom mon theo phan coéng ctia CM; bdi dudng HS ning khiéu theo mon ph

NM va BGH. Sinh hoat chuyén mon t6 3
b) Du cac 16p bdi dudng vé chinh tri, chuyén mén, nghlep vu, tham gia giang day
1én Website truong dam bao it nhat 2 bai ; dugc huong ché do phu cap va cac chinh s
36 | Lé Hién Nga - a) Day nhom mon theo phan coéng ctia CM; bdi dudng HS ning khiéu theo mén ph
Day NM va BGH. Ding tin; bai 1én Website truong dam bao it nhat 2 bai. Sinh hoat chuyén m
b) Dy cac 16p bdi dudng vé chinh tri, chuyén mén, nghiép vu; tham gia giang day
ché do phu cdp va cac chinh sach vu dii theo quy dinh.
37 | Van Thi Thuan a) Day nhom mon theo phan coéng cia CM; boi dudng HS ning khiéu theo mén ph.
(NM) va BGH. Ding tin; bai 1én Website truong dam bao it nhat 2 bai. Sinh hoat chuyén m
b) Du céc 16p bdi dudng vé chinh tri, chuyén mén, nghiép vu; tham gia giang day
ché d6 phu cép va cac chinh sach wu dii theo quy dinh.
Co6 Trang Nghi hd san
38
III. | Cong viéc hd trg, phuc vu
1. |Nguyén Thi Hong | 1) Cong tac ké toan:

Vinh - Ké toan,
van thw.kiém
TPVP

- Thuong xuyén Tham muu Hiéu trudng va chiu trach nhiém trién khai va quan 1y cd
hoach; 1ap phuong an phan bd ngan sach hfing nam; du toan chi tiét. Thuc hién ché d
va cac ché do khac cho CBVC dung quy dinh. Xay dung cac loai HP kinh té. Quyét
- M& sb Theo ddi, quan 1y tai san cong, dau nim to chirc ban giao tai san cho CBVC;
lwong tai san dé xuét sira chita, thanh 1y, khau hao. Tham gia nghiém thu va nhap vac
- T6 chirc luu trir cac van ban tai chinh, ching tir géc sau khi thanh quyét toan theo g
cong tac thu - chi cta cac 16p. Chiu trach nhi¢m trudc nha truong vé su sai s6t cham
ddi giup Hiéu trudng can ddi thu, chi. Cong tac vién bao hiém than thé HS va BHYT
toan may va quyét toan ding quy dinh.

- M6 s6 “Nhat ky cong tac”, s6 “Tham muu chi tiéu tai chinh” theo quy dinh . Dy ¢
nghiép vu; dugc huong ché do phu cap va cac chinh sach wu dai theo quy dinh.

2) Van thu:

- Quan Iy con dau don vi. Thiét 1ap day dii cac loai HSSS theo quy dinh ddi véi cong
theo yéu cau. Soan thao cac loai CV, in 4n vén ban theo yéu cau ctia nha truong, giai
vin khoa hoc, ngian nép ké ca hd so luu trit trén may tinh. M s6 theo di in 4n, phot
chuyén dén, di, tuyén moi. Quan ly, theo doi hoc ba, s6 diém, sb danh ba.. .Cép nhat
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3) Cong tic kiém nhiém: T6 pho vin phong chiu trach nhiém giup T6 trudng chi da
cong khai ké hoach va Lich cong tac tai phong Tiép dén; b4o cdo dinh ky theo quy di
dong ; chiu su lanh dao truc tlep cua Hiéu trudng; Gy vién cac cudc van dong va pho
danh hiéu thi dua t6 va ca nhan.

d) Dy céac 16p boi dudng vé chinh tri, chuyén mon, nghiép vy; dugc huong ché @6 ph
- Chju trach nhiém cip nhat thong tin, luu trir hd so Tiéu chuan 1 (KPCL va chuan Q
- Hang thang, bao c4o dinh ky cho Hi¢u truéng bang van ban va qua Gmail Uamlel §
mAu cho cong tac K& toan va 1 mau cho cong tac Vin thw)

Nguyén Thi Hong
Phuong -Y té-
Thi Quy kiém
TP truc BT

1) Y té: Chiu trach nhiém vé cong tac y té hoc duong. Xay dung ké hoach hoat dong
SKBD, phong chong cac loai dich bénh, vé sinh méi truong, GD sirc khoe To chi
khac nhau (ND, hinh thirc phai chuan bi trudc; thoi gian tuyén truyén 10- 15 phat/
khée dinh ky cho HS; t6 chirc kham va diéu tri rang miéng theo dinh ky; m& SO 1
treong nam rd hoat dong Y té trong nha truong. Cong tac vién cac loai hinh bao hién
- Xay dung ti thuc dung dé so cap ciru, khong mua thude didu trj va khong duoc
truc tiép cua Hiéu truong. Tham gia quan ly cong tic ban tri, mo s6 theo ddi hang
thirc dn va nguén gbe ATTP.

- Dy céc 16p bdi dudng Ve chinh tri, chuyen mon, nghiép vu; duoc hudng ché do phu
2)Thii quy: Bao quan t6t va an toan tién mat tai quy cua don vi. Thuong xuyén doi
mat tai quy cua don vi. Thyc hién luu triv s6 sach day du co lién quan cong tac Thu q
3) Té trwéng ban tri: T trudng ban tri chiu trach nhiém lap ké hoach, chi dao c
khai ké hoach tai phong Hiéu trudng va bao co dinh ky theo quy dinh; hang tuan
xuyén phan cong truc va kiém tra VSATTP ; chiu su lanh dao truc tiép cua Hiéu t1
trao thi dua. Xay dung ndi quy hoi hop t6 va dinh ky 2 1an/ thang theo Piéu 18 trudng
d) Dy céac 16p boi dudng vé chinh tri, chuyén mon, nghiép vy; dugc huong ché do ph
- Chiu trach nhi€ém v&i ¢6 Nhung cdp nhat thong tin, luu triv hd so Tiéu chuén 3
17/2018/BGD).

- Hang thang, béo cdo dinh ky cho Hiéu trudng bang vin ban va qua Gmail Uamlel

Hura Van Don-
Bio vé, tap vu

a) Bao vé:

- Bdo v¢€ tai san, phuong tién, co s¢ vat chét tai co so truong, bao v€ an ninh cho CB’
truong bat thuong. Kip thoi phat hién xur ly cac truong hop vi pham an ninh trat tu, t
- Thuc hién nghiém thc trang phuc nha nuéc quy dinh; kiém tra, giam sat nguoi la r:
CBVC va HS chép hanh ndi quy nha trudng; huéng dan CBVC va moi ngudi dé xe ¢
Bom nudc ddi cac cong trinh v¢ sinh it nhét 3 14n/ budi sau khi HS vao 16p; sau khi r
ngoai gio do NT chi theo yéu cau PH 400.000 dong/thang ; phuc vu nudc udng cho I
- Giam sat, kiém tra, don dbc moi nguoi thuc hién bao v¢ tai san, tiét kiém dién, nud
chay. Co du chia khoa tat ca cac phong hoc va phong chtrc nang nham xir 1y khi ¢6 ti
CBVC. Hang ngay m tit ca cac cong cho HS di hoc va déng cong sau khi vao 16p; 1
phut.. Bom nudc tudi ciy, cham séc cdy, lam dep canh quan su pham, bon hoa,...

- Ban dém, kiém tra tit ca cac phong, khuon vién dam bao an toan, tuyét dbi khong
ngudi nao con & lai trong trudng cling nhu cac to chirc, ca nhan muon sir dung CSV
dong y cua Hiéu truong, thuong xuyén kiém tra gidm sat chat ché , bao v€ an toan tai
b) Tap vu:

- Phuc vu nuéc udng hing ngay cho CBVC va HS trong toan trudng; thuong xuyén
hanh lang khu hanh chinh; tiép nhén cdc loai cong vin, bao chi, thu tin va chuyén gi
thiing rac, sot rac dé dung noi quy dinh. Tuyét ddi khong dé vat dung tai cic cau than
khi duogc ldnh dao nha trudng phan cong. Pugc hudng cac ché d6 theo quy dinh hién
viéc quan ly tai san cua GV tai cac phong hoc va phong churc nang.

- Hang thang, béo cdo dinh ky cho Hiéu trudng bang vin ban va qua Gmail Uamlel

Bui Thi Thuy
Nhung- Thuw vién
- thiét bi

a) Quan ly thu vién, thiét bi; cap phat sach, cho HS nghéo muon sach. Ban giao CS
tac. To chiic cho HS xem phim, gidi thi€u sach dudi co (Tuan tha 2,3 cua thang) b
phai chuan bi trudc; thoi gian tuyén truyén 10-15 phit/lan);
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b) Chu dong tham muu HT xay dung, t6 chirc thi DDDH, quan 1y va to chtic thuc
tang sach trong GV-HS. Chiu trach nhiém hudng dan, gioi thiéu sach... theo ddi t
bam sat tiéu chi git virng Thu vién tién tién; xay dung ké hoach phat trién Thu vién
1én Website truong dam bao chi tiéu 2 bai, tin/ky. Sinh hoat t6 van phong va dy céc t
d) Dy céac 16p boi dudng vé chinh tri, chuyén mon, nghiép vy; dugc huong ché @6 ph
- Chiu trach nhiém v&i ¢6 Phuong cép nhét théng tin, luu trir hd so Tiéu chuan |
17/2018/BGD). Quan ly ban tri 33 em tai phong 1

- Hing thang, bao co dinh ky cho Hiéu trudng bing vin ban va qua Gmail Uamlel §

Nguyén Thi Thuy
[inh - Cap
duéng

- C¢6 trach nhiém bdo vé€ tai san, phuong tién, co s vat chét tai phong Bén tru; Kip th
toan trong sinh hoat cling nhur ndu nuéng, bao céo kip thoi cho Hiéu trudng khi can t
- Tham gia thyc hién viéc kiém tra, giam sat nguoi ra, vao khu Ban trq; nhéc nhé; hu
quy Ban tra; thuc hién bao vé tai san, tiét kiém dién, nudc, chap hanh quy dinh cong
lam cong tac v¢ sinh, bom nudc ddi cac cong trinh thudng xuyén sach s&; quan tam c
- Ra vé, chu y kiém tra tit ca cac cira phong phai dam bao an toan. Tham gia quan 1y
lugng HS tham gia BT; hang tuan bao cao cu thé cong tac Ban tri cho Hiéu truong.

- Thyc hién cac nhiém vu khéc khi dugc lanh dao nha truong phan cong. Tham gia si
udng phong phi, chat lwong xét thiy can thiét. Pugc hu(yng ché d6 theo hop dong 2 |

Duong Thi Ra-
Cap dudng

- C¢6 trach nhiém bdo vé€ tai san, phu’ong tién, co so vat chat tai phong Ban tru; K1p th
toan trong sinh hoat cling nhu nau nuéng, b4o c4o klp thoi cho Hiéu truong khi can t
- Tham gia thyc hién viéc kiém tra, glam sat ngudi ra, vao khu Ban trt; nhic nhd; hu
quy Béan trt; thuc hlen bdo vé tai san, tiét kiém dién, nudc, chap hanh quy dinh cong
lam cong tac vé smh bom nudc doi cac cong trinh thuong xuyén sach s€; quan tdm c
- Ra vé, chu y kiém tra tit ca cac cira phong phai dam bao an toan. Tham gia quéan 1y
lugng HS tham gia BT; hang tuan bao cao cy thé cong tac Ban tri cho Hiéu truong.

- Thyc hién cac nhiém vu khéc khi dugc lanh dao nha truong phan cong. Tham gia si
ubng phong phi, chat luong xét thy can thiét. Pugc hudng ché d6 theo hop dong 2 |

Pham Thi
Chung-CD

- C6 trach nhiém bdo vé€ tai san, phuong tién, co so vat chat tai phong Ban tru; K1p th
toan trong sinh hoat cling nhu nau nudng, b4o c4o klp thoi cho Hiéu truong khi can t
- Tham gia thyc hién viéc kiém tra, giam sat nguoi ra, vao khu Ban trq; nhéc nhé; hu
quy Ban tra; thuc hién bao vé tai san, tiét kiém dién, nudc, chap hanh quy dinh cong
lam cong tac vé sinh, bom nudce doi cac cong trinh thuong xuyén sach s&; quan tam c
- Ra vé, chi1 y kiém tra tit ca cac cua phong pha1 dam bao an toan. Tham gia quan ly
lwong HS tham gia BT; hing tuan bao céo cu thé cong tac Ban trii cho Hiéu trudng.

- Thyc hién cac nhiém vu khéc khi dugc lanh dao nha truong phan cong. Tham gia si
udng phong phi, chat luong xét thy can thiét. Puoc hudng ché do theo hop dong 2 |

bé an nay da duoc trién khai dén toan thé CBVC Truong Tiéu hoc Htra Tao

NGUOI LAP BIEU Ai Nghia, nga
(Ky va ghi 10 ho tén) THU TF
Nguyén Thi Hong Vinh Ngu;
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