PHONG GD&DT PONG TRIEU
TRUONG THCS NGUYEN HUE

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

DANH SACH CAN BQ QUAN LY, TO TRUONG CHUYEN MON, VAN PHONG
Nim hoc 2024 - 2025

Can ctir Quyét dinh s6 458/QD-THCSNH ngay 15 thang 10 nam 2024 vé viéc diéu chinh phan cong nhiém vu can bo,
gido vién, nhén vién nam hoc 2024 - 2025; q 7
Truong THCS Nguyen Hué lap danh sach can b6 quan ly, To6 trudng chuyén mon, Van phong cu thé nhu sau:
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Nhiém vu, trach nhiém

bao Thi Lan

Hiéu truong

0367.450.418

thcs.nh.dtlan
@dongtrieu.edu.vn

Nhiém vu quan ly

- Quan ly toan dién hoat dong ctua nha truong; Thuc
hién cac nhiém vu cta Hiéu truong theo Piéu 11 cua
biéu 1é truong THCS.

- Chiu trach nhiém quan ly, diéu hanh moi hoat dong
cua nha truong theo quy dinh cua phap luat va truc
tiép thuc hién cac nhiém vu cu thé sau day:

+ Triéu tap va chu toa cac hoat dong cua nha truong;
t6 churc chi dao trién khai céc Chi thi, Nghi quyét, cua
Pang, Nha nudc va cac cap téi CB,GV,NV, hoc sinh
trong truong.

+ Tai chinh, ké hoach.

+ Cong tac nhan su.

+ C4c van dé lién quan toi ché do, chinh sach cua
CB,GV, NV, HS.




+ Cé&c van dé lién quan dén hoc sinh (Chuyén di,
chuyén dén, ky luat...)

+ Chi dao cac t6 chirc, doan thé hoat dong theo chirc
nang.

+ Cong tac thanh - kiém tra noi bo trudong hoc.

+ Quan ly ho so CB,GV,NV.

+ Chi dao thuc hién cong tac Thu vién, thiét bi, y té
hoc duong va cac to chiac XH khéc.

+ Chi dao thuc hién cong tac xay dung trudng chuan
Quéc gia; cong tac kiém dinh chat lugng gido duc.

+ T6 chirc chi dao thuc hién quy ché dan cha trong cac
hoat dong cua nha truong.

+ L& Chua tich Hoi dong: khoa hoc, thi dua khen
thuong, Ky luat, tuyén sinh, tuyén dung va cac hoi
dong tu van khac.

+ Xir 1y cac cong van gui dén truong, duyét cac ké
hoach, chuong trinh cong tac cua nha truong; duyét
truéc khi ban hanh cac noi quy, quy ché, cac quy dinh
ap dung trong nha truong.

+ Phu trach cong tac giai quyét don thu, khiéu nai, tb
c4o, cong khai dan chi, phong chéng tham nhiing.

+ Phu trach cdng tac cho hoc sinh nhap hoc, théi hoc,
chuyén di, chuyén dén.

+ Phu trach cac HPgiao duc NGLL: cdc hoat dong
ngoai khoa, chuyén dé, cac phong trao thi dua ddi véi
hoc sinh; Chi dao giao duc dao duc, phap luat, cong
tac Poan, Doi; cong tac gido duc phap luat, cong tac
phap ché trong nha truong.




+ Chiu trach nhiém trang website nha truong, kiém
duyét bai ding trang website cua truong; Kiém duyét
cac noi dung cbng khai trén website nha truong.

+ Sinh hoat chao cd dau tuan 1 hang thang.

+ Chi dao cdng tac y té, hanh chinh.

+ Tham gia sinh hoat t6 KHTN; phu trach chi dao hoat
dong t6 chu nhiem, t6 KHTN.

+ Nhiém vu giang day : thuc hién day dam bao dinh
muc 2 tiét/tuan.

Vi Minh Tan

Pho Hi¢u
truong

0926.181185

thcs.nh.vmtan@
dongtrieu.edu.vn

Nhiém vu quan ly:

- Thay mat Hiéu trudng diéu hanh cac hoat dong cua
nha trudng khi dugc uy quyén; tham muu cho Hiéu
tredng quyét dinh cac nhiém vu vé hoat déng chuyén
mon va cic hoat dong khac trong nha truong; Ky duyét
cac van ban giri cap trén thudc linh vyc phu trach hoac
khi dugc Higu truong uy quyén; Xay dung ké hoach
va bao cdo két qua vé linh vuc cong tac dugc phan
cong phu trach.

- Tryuc tiép phu trach thuc hién cac nhiém vu cu thé
sau:

+ Sinh hoat chuy@&n mén t6 KHXH.

+ Xay dung va to chic thyc hién nhiém vu chuyén
mon: phan cong giang day, Xep TKB, XD ké hoach
bdi duong HSG, phu dao HS yéu; BOI mai phuong
phap giang day; kiém tra danh gia; to chizc chuyén dé;
cong tac day thém, hoc thém tai truong.

+ Quan 1y, diéu hanh céac hoat dong chuyén mon.




+ Ky duyét cac hoat dong vé chuy@n mén cua GV va
cac van ban gui cap trén thudce linh vuc chuy@n mon
khi dugc Hiéu trudng uy quyeén.

+ Tb chutc chi dao cac chuyén dé, ngoai khod, thanh
kiém tra noi bo

+ Quan ly, kiém tra, nhan xét cac loai hd so thudc linh
vuc chuyén mdn. (Lich bao giang, S6 dau bai, KH cua
t6 chuy&n mon, KH giang day cua GV ...), so két , tong
két, ky hoc ba khdi 7 va khéi 8.

+ Chi dao VP thong ké, tong hop va quan ly céc chi
s6, sb liéu vé chuyén mén.

+ Chi dao GV va c&n bo phu trach Séach -Thiét bi, quan
ly sir dung cac phong thiét bi, bd mon dua vao sir dung
c6 hiéu qua.

+ Phu trach céng tac PCGD; cac hoat dong VH-VN-
TDTT; cong tac lao dong; cong tac khao thi va KBCL
trong nha truong; quan Iy ho so tuyén sinh, ho so xét
t6t nghiép; khao sat danh gia chat lugng; cong tac xét
TNTHCS va tuyén sinh 16p 6.

+ Phu trach CSVC, TBDH: quan ly trang thiét bi cac
phong lam viéc, phong hoc, phong bé mon...Tham
muu ra soat, chinh sira, hoan thién Quy ché su dung,
bao quanrCSVC nha trueong; Biéu chinh hé théng Noi
quy cac phong bo mén; Té chic ban giao, theo ddi qué
trinh stir dung CSVC nha truong cia CB-GV-NV va
HS; Binh ky t6 chic kiém ké CSVC; tham muu dé
Xuat cho Hiéu truong ké hoach mua sim, sira chira,
tang cuong CSVC phuc vu nhiém vu giao duc; Xay
dung KH quan ly, khai thac stir dung TBDH.




+ Phu trach cong tac an ninh, trat tu, phong chay chira
chdy trong co quan; cong tac khanh tiét trong céc dip
Le.

+ Phu trach hoat dong giao duc NGLL cac linh vuc:
Gido duc hudng nghiép; vé sinh an toan thuc pham
trong nha trudng; céng tac phdi hop Véi cac co quan,
doan thé trong viéc dam bao vé sinh, canh quan xung
quanh nha truong; Hoat dong Gido duc thé chét.

+ Truc tiép quan 1y, diéu hanh hoat dong cua Hoi Chix
thap do.

+ L& ph6 cha tich thuong truc Hoi dong thi dua khen
thuong; Phé chi tich Hoi dong truong.

+ Gilp hiéu truong gidi quyét hhiing cdng viéc dugc
uy quyén hoac khi hiéu truong di vang.

+ Chiu trach nhiém ca nhan veé cac linh vuc minh duoc
phu trach dong thoi chiu trach nhiém cung Hiéu
trp:c”mg trong cOng tac quan ly nha truong trudc cac
cap.

+ Quan Iy chi dao cong thong tin dién tu, trang website
nha trudng, trién khai cac phan mém trong quan ly.

+ Phu trach ung dung CNTT trong nha truong:
UDCNTT trong day hoc, soan, giang, duyét gido an
truc tuyen quan ly phan mém SMAS: phu trach
chuyén ddi s trong gido duc; phu trach cong tac Thu
vién truong hoc.

+ Tham muu viéc nhan xét, danh gia giado vién, vién
chuc hang nam.




+ So két, tong két cong tac dugc phan cong, bao cao
Hiéu truong hang tuan, thang, hoc ky, nim hoc va
trong cac cudc hop cia nha trrong.

+ Nhiém vu giang day: thuc hién day dam bao dinh
muc 4 tiét/tuan.

Trinh Thi Hoa

To truong
to KHTN

0987089468

thcs.nh.tthoa@
dongtrieu.edu.vn

- Xay dung ké hoach va t6 chtc thuc hién cac nhiém
vu cua to chuyén mén.

- Xay dung ké hoach hoat dong chung cua t6, chi dao
t6 vién thuc hién theo ké hoach cua té chuy@n mén, ké
hoach chung cua nha trudng. Huéng dan xay dung va
quan Iy ké hoach ca nhan cua cac thanh vién trong to
theo ké hoach day hoc, phan phéi chuong trinh va cac
quy dinh cua B Gido duc va Pao tao.

- Piéu hanh cac hoat dong chuyén mén trong pham vi
t6 (sinh hoat chuy@&n mon, t6 chirc thao giang, dy gio
t6 vién, chuyén dé, phan cong day thay...). Chu tri
cac cudc hop to theo lich trong thai khoé biéu va noi
dung chi dao cua Hiéu truong.

- C6 trach nhiém phan cong ngudi day thay khi ¢ to
vién nghi day theo quy dinh.

- Tham gia cing BGH nha trudng trong cong tac kiém
tra hoat dong day hoc cua gio vién, hoc sinh; Kiém
tra va ky vao lich bao giang, gido an cua giao vién vao
cudc hop to nhém chuy&n mén hang tuan. Té chirc boi
dudng chuy@&n mén, nghiép vu; to chuc Kiém tra, danh
gia chat luong thuc hién nhiém vu cta Gido vién trong
t6 theo ké hoach caa nha truong. Phan cong nhiém vu
cu thé cho céc thanh vién trong t6; to chic phong trao
thi dua trong to, nhan xét, danh gia to vién.




- Dé xuat khen thuong, ky luat d6i véi gido vién trong
to.

- Thuc hién mot s cdng viéc khac khi dugc Ban giam
hiéu phan cong.

- Quan ly s6 sinh hoat to.

Nguyén Thi Hau

To truong
to0 KHXH

0984182504

thcs.nh.nthau@
dongtrieu.edu.vn

- Xay dung ké hoach va t6 chtc thuc hién cac nhiém
vu cua to chuyén mén.

- Xay dung ké hoach hoat dong chung cua t6, chi dao
t6 vién thuc hién theo ké hoach cua té chuy@n mén, ké
hoach chung cua nha trudng. Huéng dan xay dung va
quan Iy ké hoach ca nhan cua cac thanh vién trong to
theo ké hoach day hoc, phan phéi chuong trinh va cac
quy dinh cua Bo Giao duc va DPao tao.

- Piéu hanh cac hoat dong chuyén mén trong pham vi
t6 (sinh hoat chuy@&n mon, t6 chirc thao giang, dy gio
t6 vién, chuyén dé, phan cong day thay...). Chu tri
cac cudc hop to theo lich trong thai khoé biéu va noi
dung chi dao cua Hiéu truong.

- C6 trach nhiém phan cong ngudi day thay khi ¢ to
vién nghi day theo quy dinh.

- Tham gia cing BGH nha trudng trong cong tac kiém
tra hoat dong day hoc cua gio vién, hoc sinh; Kiém
tra va ky vao lich bao giang, gido an cua giao vién vao
cudc hop to nhém chuy&n mén hang tuan. Té chirc boi
dudng chuy@&n mén, nghiép vu; to chuc kiém tra, danh
gia chat luong thuc hién nhiém vu cta Gido vién trong
t6 theo ké hoach caa nha truong. Phan cong nhiém vu
cu thé cho céc thanh vién trong to; to chic phong trao
thi dua trong to, nhan xét, danh gia to vién.




- Dé xuat khen thuong, ky luat d6i véi gido vién trong
to.

- Thuc hién mot sé cdng viéc khac khi dugc Ban giam
hiéu phan cong.

- Quan ly s6 sinh hoat to.

Bui Thi Phuong Thuy

To trudng to
Van phong

0386253545

thcs.nh.btpthuy@
dongtrieu.edu.vn

- Xay dung ké hoach hoat dong cua to, chi dao to vién
thuc hién theo ké hoach cua to.

- T6 chtic phong trao thi dua trong to, nhan xét, danh
gia to vién dé nghi khen thuong va ky luat ddi voi to
vién; Quan ly sé sinh hoat to.

- C6 trach nhiém gidm sat cac hoat dong cua to.
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