PHONG GD&DT DONG TRIEU  CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG THCS BINH DUONG Poc 1ap — Tw do — Hanh phic
S6:165/QD-TrTHCS Péng Triéu, ngay 16 thang 8 nam 2023
QUYET PINH

Vé viéc phén cong nhiém vu do6i véi can bd quan 1y, gido vién, nhan vién
Trwong THCS Binh Dwong — Nam hoc 2023-2024

HIEU TRUONG TRUONG THCS BINH DUONG

Can cu thong tu 32/2020/TT-BGD&DT ngay 15/9/2020 cta Bo gido duc va
Pao tao vé viéc ban hanh Piéu 1¢ truong THCS, truong trung hoc va trudng THPT
c¢6 nhiéu cap hoc;

Can cu diéu kién thuc té bién ché va nang luc can bg, gido vién, nhan vién
cua nha truong ndm hoc 2023-2024;

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay ban phan céng nhiém vu d6i voi
Can bo quan ly, gido vién, nhan vién truong THCS Binh Duong ké tir ngay
01/09/2023. (Co danh sach kem theo)

Piéu 2. Can bd quan Iy, gido vién, nhan vién nha truong thuc hién nghiém
tac nhiém vu duoc phan cong, dong thoi phdi hop véi dong nghiép dé hoan thanh
nhiém vu.

Picu 3. Ban giam hiéu nha truong cung cac dong chi ¢6 tén tai Piéu 1 cin
ctr quyét dinh thi hanh.

Quyét dinh c6 hiéu luc ké tir khi ban hanh./.

Noi nhdn:
- Phong GD&DT (b/c);
- BGH (c/d);
- Tapthé CB,GV,NV (t/h);
- Luwu VT.

Bui Thi Anh
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| PHAN CONG NHIEM VU

N , GIAO VIEN NHAN VIEN NAM HQC 2023 - 2024
(Kem theo Quyesdinti=s :165 |OD-TrTHCS ngay 16 thang 8 nam 2023 cua Hiéu truong trirong
THCS Binh Duwong)

R ’;

A. TINH HINH POQI NGU
Tong s6: 25 dong chi, trong d6: Nam: 01 ddng chi, Ni: 24 dong chi.
Dang vién: 21 dong chi.
Trinh d6 Iy luan chinh tri: Trung cap: 04 dong chi; So cap: 17 dong chi
Trinh d6 chuyén mon: Dai hoc: 25 dong chi; Cao dang: 0 dong chi
Co cau doi ngii:
- Ban giam hiéu: 02; Téng phu trach Doi: 01; Nhan vién: 01; Gido vién: 21
- T6 chuyén mén: 03 to

+ T6 KHTN: 12 dong chi

+ T6 KHXH: 12 dong chi

+ T6 van phong: 01 dong chi
B. PHAN CONG NHIEM VU

Truong THCS Binh Duong phan cong nhiém vu cho CB,VC, HDLD cta nha

truong tur ngay 01/9/2023 nhu sau:

- Chiu trach nhiém truée phong GD&DPT TX
Dong Triéu va Pang iy, UBND x4 Binh Duong
vé toan bd hoat dong ctia nha truong.

- Lanh dao, quéan ly va diéu hanh moi hoat dong
cua nha truong; td chirc chi dao trién khai céac
chu truong ctia Pang, Nha nudc va cac cp toi
CB, GV, NV, HS trong trudong hoc.

- Xay dung nghi quyét ctia Chi b va nghi quyét
HD nha truong.

- Truc tiép phu trach, chi dao va giai quyét cac
Bi THU CB-HIEU TRUONG|cOng viéc chinh nhu sau:

b/c Bui Thi Anh + Cong tac ké hoach nha trudng;

+ Cong tac to chirc;
+ Cong tac tai chinh.
+ Céac van dé lién quan to1 ché do, chinh sach|
cua CB, GV, NV.
+ Céc van dé lién quan dén hoc sinh (Chuyén di,
chuyén dén, khen thudng, ky luat...)

+ Chi dao cac t6 chirc, doan thé hoat dong theo
ding chirc nang; cong tdc XHHGD.
+ Cong tac kiém tra ndi bd truong hoc.
+ Quan 1y ho so CB, GV, NV; phan mém quan




li nhan sy, quan li ho so trudng.

+ Quan li, chi dao thyc hién cong tac xay dung
truong dat CQG.

+ Diéu chinh chién lugc phat trién gido duc
nha truong 2022 - 2027 va tdm nhin dén nim
2032.

+ Tryc tiép ky duyét KH cua céc t6 chirc doan
thé, KH chuyén mén cua nha trudng; cic vin
ban giri cac cAp va cac van ban khac lién quan
dén hoat dong nha trudng.

+ Chi dao cong tac Thu vién va cac to chic:
Cong tac tuyén truyén, phd bién va gido duc
phép luat trong nha truong

- Truc tiép phu trach cong tac gido duc hudng
nghiép.

- Lam viéc v6i Ban dai dién CMHS vé gido duc
HS theo qui dinh cta Piéu 1& Hoi CMHS.

- Chu tich Hoi dong thi dua, khen thudng, ky
luat. Chu tich Hoi dong trudng. Thuc hién hop
dong lao dong, tiép nhan va diéu dong gido vién
theo quyét dinh clia cap trén.

- Thyc hién cac ché d6 chinh sach, quy ché dan
cha, cong tac XHHGD. Chi dao thuc hién cac
phong trao thi dua, cic cudc van dong cua
nganh; thyc hi¢n cong khai dbi véi nha truong.

- Phu trach chi dao cong tac t6 chii nhiém 16p;
t6 VP.

- Quan tri CNTT nha truong.

- Tham gia cac hoat dong caia TTHTCD; Ho1
Khuyén hoc xa.
- Tham gia sinh hoat tai t6 KH Ty nhién.

Phé bi thu CB- Chu tich cong
doan, Phé Hiéu truéng
D/c Nguyen Thi Quyén

- Phu trach va chi dao cac hoat dong cong doan
theo Diéu 1¢ Cong doan.

- Xay dung ké hoach cua Hoi déng thi dua, khen
thuong; phu trach ho so thi dua trong ndm hoc;
sO theo ddi thi dua khen thuéng hang nam trong
truong.

- Xay dung ké hoach, chi dao thuc hién va té)ng
két cac cudc van dong do céc cép phat dong,
phong trao thi dua “Xdy dung truwong hoc than
thién, hoc sinh tich cwc”. “Moi thay co la mot
tam guwong sang tw hoc va sang tao”’; “Gioi viéc




nuwoc- dam viéc nha” .

- Quan 1y va theo ddi cac hoat dong va céc chi s6
vé cong tac thi dua ctia CB,GV NV trong truong
- Xay dung quy ché thi dua - khen thuong; ké
hoach cua Hoi dong trudng.

- Quan 1y va chi dao thuc hién vé cong tac
chuyén mon theo ké hoach nha trudng:

+ Xay dung ké hoach, quan 1y, diéu hanh céc
hoat dong vé cong tac chuyén mén va cac linh
vuc dugc phan cong.

+ Ky duyét ké hoach hoat dong chuyén moén
ctia t0 CM. Ki duyét cac van ban gui cip trén
khi duoc Hiéu truong uy quyeén.

+ Trién khai thuc hién cac chuyén dé chuyén
mon; hoat dong ngoai khoa.

+ Kiém tra, nhan xét, danh gia cac loai hd sof
chuyén mom; thuc hién diéu hanh cong tac
kiém tra noi bo.

- Chi dao cong tac 2 t6 chuyén mon ( t6 Khoa
hoc tu nhién, T6 KHXH), cong tac ctia can bod
thiét bi.

+ Thong ké, tong hop va quan 1y cac chi sd, s6
liéu vé chuyén mon.

- Phu trach xay dung ké hoach cac hoat dong
GD trong nha truong.

- Phu trach cong tac lao dong ndi khoa, ngoai
khoa trong nha truong.

- Phu trach cong tac thi dua (phat dong phong
trao, theo doi, dé xuit) ciia CB, GV, NV va hoc
sinh.

- Phu trach CNTT trong nha truong; Phu trach
phan mém Smas; phan mém pho cap GD, XMC
cua xa.

- Gigp HT giai quyét nhimg cong viéc dugc uy|
quyen hoac khi HT di vang.

- Chiju trach nhiém c4a nhan vé céac linh vuc
minh phu trach dong thoi chiu trach nhiém cing
HT trong cOng tac quan 1y nha truong
trudc phong GD&DPT va Pang uy - UBND x3
Binh Duong.

- Tryc tiép chi dao cong tac phd cap, XMC va
PC GD THCS.




- Tham gia sinh hoat cling t6 KHXH.

Tong phu trach Doi
P/c Tran Thi Oanh

Ngoai hién nhiém vu cua GV theo Piéu 18
truong hoc. Phu trach cac mat hoat dong:

- Phu trach hoat dong ciia B61 TNTP HCM.

- Quan 1y va chiu trach nhi€ém cé nhan vé tai
san cua P61 TN.

- Tb chire, theo doi va quan li hoat dong, cac
chi s6 thi dua cta hoc sinh toan trudng.

- Két hop cung céc t6 chirc khac trong va ngoai
nha truong td chuc cac hoat dong GDNGLL
theo chu diém (20/11, 22/12, 26/3, 19/5...); t6
churc cac Hoi thi cua HS.

- Chi dao hoat dong cham soc bon hoa, cay|
canh cac Chi doi.

- Lam mot sb cong viéc khac khi duoc Ban|
giam hi¢u phan cong.

T6 truéng to KHTN
D/c Bui Thi Chuyén

Ngoai hién nhiém vu ciia GV theo biéu 1é
truong hoc. Phu trach va chi dao thuc hién mdt
sd cong viée sau:

- Chu dong xay dung ké hoach day hoc va gido
duc theo chuong trinh mon hoc, hoat dong giao
duc thudoc chuyén mon phu trach theo tuan,
thang, hoc ky, nam hoc; phéi hop vai1 cac t6
chuyén mon khac xay dung ké hoach gido duc
cua nha truong.

- Tham muu cho BGH xdy dung ké hoach
chung cua nha truong.

- Piéu hanh hoat dong chuyén mén cua to
KHXH va hoat dong cidc nhém chuyén mon
trong t6.

- Tham gia cong tac KT hoat dong giao duc val
cac hoat dong khac cua CB, GV, NV va hoc
sinh.

- P& xuét lya chon sach gido khoa, xuit ban
pham tham khao dé sir dung trong nha truong
theo quy dinh ctia BO truéng B§ Gido duc va
Dao tao.

- Thuc hién ké hoach gido duc mén hoc ctia nha
truong da dugc hoi dong truong phé duyét.

- Tham gia danh gia, xép loai gido vién theo
chuan nghé nghiép gi4o vién co s& gido duc pho

thong theo quy dinh cua Bo truéng Bo Gido duc




va Dao tao.

- Tham gia boi dudng chuyén mon, nghiép vu
theo ké hoach cua t6 chuyén mén va cia nha
truong.

- Phan cong giao vién day thay khi c6 gido vién
nghi hoac di cong tac

- Tham gia quan li phong bdo mon KHTN cua
nha truong.

- Duyét gido an Online cta thanh vién trong to
tu nhién.

- Thuc hién mot sd cong viéc khac khi duoc
Ban giam hi¢u phan cong.

- Truc tiép t6 chirc sinh hoat _chuyén mon t6
KHTN it nhat 01 lan trong 02 tudn va c6 thé hop
dot xuat theo yéu cau cong viéc hodc khi hiéul
truong yéu cau.

T6 truéng t6 KHXH
D/c Nguyen Thj Giang

Ngoai hién nhiém vu cta GV theo Piéu 18
truong hoc. Phu trach va chi dao thuc hi€én mdt
s6 cong viée sau:

- Chu dong xay dung ké hoach day hoc va gido
duc theo chuong trinh mén hoc, hoat dong giao
duc thudoc chuyén moén phu trach theo tuan,
thang, hoc ky, nam hoc; phéi hop vai1 cac t6
chuyén mon khac xay dung ké hoach gido duc
cua nha truong.

- Tham muu cho BGH x4y dung ké hoach chung
cua nha truong.

- Piéu hanh hoat dong chuyén mén cua to
KHXH va hoat dong cdc nhom chuyén mon|
trong to.

- Tham gia cong tac KT hoat dong giao duc val
cac hoat dong khac cua CB, GV, NV va hoc
sinh.

- P& xuét lya chon sach gido khoa, xuit ban
pham tham khao dé sir dung trong nha truong
theo quy dinh cua BO truong Bo Gido duc va
Dao tao.

- Thuc hién ké hoach gido duc mén hoc ctia nha
truong dd duoc hoi dong trudng phé duyét.

- Tham gia danh gid, xép loai gido vién theo
chuan nghé nghiép gi4o vién co s& gido duc pho
thong theo quy dinh cua B truéng Bo Gido duc




va Dao tao.
- Tham gia boi dudng chuyén mon, nghiép vu
theo ké hoach cua t6 chuyén mén va cia nha
truong.

- Phan cong gido vién day thay khi c¢6 gido vién
nghi hoac di cong tac.

- Duyét gido 4n Online cua thanh vién trong to
KHXH.

- Thuc hién mot sb cong viéc khac khi duoc
Ban giam hiéu phan cong.

- Tryc tiép to chtic sinh hoat chuyén mén to
KHXH it nhat 01 lan trong 02 tuan va c6 thé hop
dot xuat theo yéu cau cong viéc hoic khi hiéu
truong yéu cau.

Bi thu chi Doan trudong
D/c Hoang Thi Van Anh

Ngoai hién nhiém vu cia GV theo Diéu 1§
truong hoc. Phu trach va chi dao thuc hi€én mdt
s6 cong viée sau:

- Xay dung ké hoach va chi dao cac hoat dong
cua Poan TNCS HCM

- Phéi hop cac doan thé thuc hién phong trio
thi dua va cac cudc van dong cua cua nganh GD
trong Chi doan.
- Lanh dao Tong phu trach Poi trién khai thuc
hién cac phong trao thi dua cua lién doi1, cac
HDGDNGLL theo timg chi diém.
- Lam mdt s6 cong viéc khac khi Ban giam
hi¢u phan cong.

Té trwdmg t6 vin phong
Ke toan truwong hoc
kiém thu vién

- Phu trach thu vién.

- Tap hop viée to chire doc sach hang thang va
c6 bao cao vé Pho hiéu trudng vao ngay 25, 26
ctia mdi thang.

- Xay dung thu vién dat chuin trong nam hoc.

- Phu trach cac cong viéc ctia nhan vién ké toan
theo quy dinh cua nganh.

- Dé xuat phuong an va thao cac hop dong lao
dong trong nha truong.

- C6 ké hoach, ho so thu chi cac khoan quy cta
nha truong hop 1y va tiét kiém.

- Theo ddi va cap nhat s6 Bao hiém cua
CBGVNYV trong truong.

- Phu trach phan chi tra ché d6 bao hiém y té va

than thé cta hoc sinh; hd so hoc sinh khuyét tat.




HO ngheo, hd can ngheo, hd chinh sach.

- Két hop véi thii quy hoan thanh du, hop 1y cac
hd so thu chi trong nha truong.

- Xay dung quy ché chi tiéu noi bo. Bao cao
cong khai tai chinh trong Ho1 nghi CBVC va
theo hang quy, hang nam.

- Quan ly va chiu trach nhiém ca nhan vé tai san
dugc phu trach. Ké khai tai san hang nam.

- Tham gia cac hoat dong khac khi Ban giam
hi¢u phan cong.

T6 ph6 chuyén mén
D/c Nguyeén thi Thiy va Trinh|
Thi Hang

Ngoai hién nhiém vu cia GV theo Diéu 1é
truong hoc. Phu trach va chi dao thuc hi€én mot
sd cong viée sau:

- Tham muu cho to truéng xay dung ké hoach
day hoc va gido duc theo chuong trinh moén hoc,
hoat dong gidao duc thudc chuyén mon phu trach
theo tuan, thang, hoc ky, nim hoc; tham gia xay|
dung ké hoach gido duc ctia nha trudng.

- Cung to truong CM diéu hanh hoat dong
chuyén mon cua to6 va hoat dong cac nhém
chuyén mén trong to.

- Tham gia cong tac KT hoat dong giao duc val
cac hoat dong khac cua CB, GV, NV va hoc
sinh.

- Tham gia dé xuit lya chon séach gido khoa,
xuat ban pham tham khao dé sir dung trong nha
truong theo quy dinh cua Bo truong B Gido
duc va DPao tao.

- Cung t6 truong to chtc thuc hién ké hoach
2140 duc mon hoc cua nha truong da dugc hdi
dong truong phé duyét.

- Tham gia nhan xét, danh gia gido vién theo
chuan nghé nghiép gi4o vién co s& gido duc pho
thong theo quy dinh cua Bo truong B§ Gido duc
va Dao tao.

- Tham gia boi dudng chuyén mon, nghiép vu
theo ké hoach cua t6 chuyén mén va cia nha
truong.

- Phan cong giao vién day thay khi c6 gido vién
nghi hodc di cong tac néu to trudong ty quyén.

- Tham gia duyét gido an Online cua thanh vién|
trong t6.




- Thuc hién mot s6 cong viée khac khi dugc t6
truong hoac Ban giam hi¢u phan cong.

- Tham gia xay dung ké hoach va to chirc sinh
hoat chuyén moén t6 it nhat 01 lan trong 02 tuan
va cO thé hop dot Xuat theo yéu cau cong viée
hodc khi to truong yéu cau.

Thu ky Hji Dong
D/c: Tran Thi Thiy

Ngoai hi¢n nhi€ém vu cua GV theo diéu 1¢
truong hoc. Thuc hi¢n mdt ) cong vi¢c sau:
- Phu trach ghi bién ban, Nghi quyét cac cudc
hop Chi bd, Hoi dong nha truong, mot cach
trung thuc, khach quan.
- Quan 1y s6 Nghi quyét Chi bo, NQ Hoi dong.
- Tham gia cong viéc khac khi Hi¢u trudng phan
cong.

10

Trwéng Ban thanh tra nhan
dén
D/c Pham Thi Hwong

Ngoai hién nhiém vu ctia GV theo diéu 1& truong
hoc. Thuc hién mot sb cong viéc sau:

- Giam sat va thanh tra cac hoat dong trong nha
truong theo Nghi quyét ciia Hoi nghi CBVC

- Cung voi BCHCDCS t6 chire thuc hién quy
ché dan chu.

- Cung v6i BCHCDCS giai quyét cac kién nghi
CBGV-CNV nha truong.

- Thay mit Hoi dong gido vién béo cao két qua
2 1an/ndm bang vin ban vao cudi mdi hoc ky vé
Hi¢u trudng.

- Thyc hién cac bao cdo theo yéu cau co quan
quan 1y cap trén.

- Day va hoan thanh t6t nhiém vu chuyén moén
do BGH phan cong.

11

GV — Kiém thiét bi-TN
D/c: Nguyén Thi Phuwong
Thao

Thuc hién nhiém vu cua GV ngoai ra thuc hién:
- Quan 1y phong kho thiét bi day hoc. Giao,
nhan, cho muon thiét bi 6 dung day hoc. Quan
Iy phong thi nghiém thyc hanh.

- Béo céo dinh ky va dé xuat stra chira, mua sam
b6 sung thiét bi dam bao phuc vu cho céac hoat
dong cua phong thiét bj.

12

Cac Giao vién chu nhiém lép
Gom 13 P/c: Giang;
Chuyén;Luong; Pham
Hwong; Thio; Nguyén Trang;
Lé Trang; Chang; Thuong;
Van Anh;Thiy; Tran Thiy;
Lan

Ngoai hién nhiém vy cua GV theo Diéu 18
truong hoc. Phuy trach thuc hién mdt s6 nhiém vu
Sau:

- Quan 1y moi hoat dong cua 16p chi nhiém va la
cau ndi gitta nha truong véi CMHS 16p phu
trach.




- Tham gia sinh hoat dudi cd: Pau tuan vao sang
thir hai.

- T6 chirc sinh hoat 16p: Gio vién chii nhiém co
ké hoach sinh hoat; sinh hoat Poi Thiéu nién
Tién phong HO Chi Minh..

- T6 chire phdi két hop giira xa hoi-nha trudng-
gia dinh trong viéc gido duc dao duc hoc sinh
ctia 16p. Tuyén truyén tot cong tic XHHGD
trong nha truong.

- Giao vién chu nhiém gidm sat, quan 1y hoc sinh
thuc hién cac nhiém vu cua D01, co su phéi hop
chit ché theo phuwong cham “MJdi gido vién 1a 1
phu trach doi1”.

- T6 chite HDNGLL; lao dong vé sinh cho HS,
theo ké hoach cua nha truong, hoat dong doi.

- Quan ly tét hoc sinh ciia 16p phu trach trong
cac budi hoat dong tap thé. ..

13

Cac gido vién by mon

Thuc hién ding theo Diéu 1 truong hoc va

mot sb viéc sau:

- Day dung theo phan cong chuyén mén, ké

hoach va chuong trinh day hoc.

- Thuc hién dung quy ché chuyén mon, quy ché

hoat dong nha truong trén linh vuc cua minh phu

trach.

- Tham gia cong tac PCGD cua dia phuong.

- Phoi hop véi cac td chire, doan thé, ...dé thuc

hién nhém vu gido duc toan dién hoc sinh

- Tich cyc tham gia sinh hoat chuyén mén dé

nang cao trinh do chuyén mén, tay nghé.

- Tham gia soan gido 4n truc tuyén online.

- Phu trach cong tac truc ban nha truong hang

tuan theo lich phan cong.

- Tham gia céac cong viéc khac khi dugc BGH
han cong.

14

D/c Lé Thi Thuy
Gido vién day Tin hoc Thu
Quy, Kiém Y té trwong

Thuc hién noi dung di néu d6i véi gido vién
bo mon, ngoai ra kiém quan 1y phong Tin hoc,
kiém thu quy nha truong va kiém day Tin hoc
v6i truong TH An Sinh cu thé nhu sau:

+ Giao vién giang day hoc mon Tin hoc khoi 16p
6,7,8 dung theo phan cong chuyén mon, ké
hoach va chuong trinh day hoc véi tong sb tiét
day 1a 10 tiét.




+ Phu trach phong hoc b mén Tin hoc: 03 tiet

+ Gido vién giang day hoat dong ngoai gio chinh
khoa mon Tin hoc ddi véi 16p 9.

H+ Thuc hién ding quy ché chuyén mon, quy ché
hoat dong nha truong ddi v&i bd mon ctia minh
phu trach.

H+ Tham gia cong tac phd cap gido duc cua dia
phuong.

+ Tich cyc tham gia sinh hoat chuyén mén to
Khoa hoc tu nhién dé nang cao trinh do chuyén|
mon, tay nghé.

+ Kiém thu quy nha truong.

+ Tham gia cong tac truyc ban nha truong hang
tuan theo lich phan cong.

+ }(iérp day Tin hoc véi tru;‘mg TH An Sinh: 06
tict (dén khi c6 QD thay the).

+ Tham gia cac cong viéc khac khi dugec BGH
phan cong.

+ Phu trach Ho s0' Yte va quan ly phong yte nha
truong va la cau ndi v4i nhan vién Y té xa trong
viéc chdm soc SK cho HS. Tham muu cho BGH
nha truong trong viée xay dung KH yte.

+ Phu trach bao hiém Y té HS.

15

Nhan vién Hop dong thoi vu
Bao vé
P/c Tran Tt Thé; Lé Hong
Hai

- Bao dam truc 24/24 gio trong ngay. Bao vé tai
san nha truong hang ngay

- Co trach nhiém gilt gin an ninh trat tu khu vuc
truong hoc.

- B4o dam an toan cho gido vién va hoc sinh
trong va trudc cong truong.

- Truc tiép giai quyét nhimg viéc dot xuit xay ra
trong nha truong (giai quyét hoc sinh vi pham
ANTT, hoc sinh gip chuyén bat thuong).

- Quan ly tai san cta gido vién trong nha truong.
- Tham gia 461 PCCC nha truong.

- Bao cao vé Hiéu trudong ddi v6i nhimg viée
xay ra mot cach kip thoi.

- Chiu trach nhiém truédc Hi€u trudng vé nhirng
viéc dugc giao.




Lao cong co trach nhi€u lam quét don vé sinh

Nhén vién Hop dong thoi vu [kKhu vue nha vé sinh hoc sinh va giao vién; Vé
Lao cong sinh toan b san truong; vé sinh hanh lang 16p
hoc va khu hiéu bo.

16

*Chuy

Moi CBGV CNV va hgc sinh trong truong co6 trach nhi€ém, nghia vu thuc hi¢n
theo Luat Gido duc va Piéu 1é truong trung hoc. Chiu trach nhiém cad nhan vé
nhiém vu duoc giao truéc BGH va cép trén thudc linh vyc minh duogc phu trach,
dé)ng thot1 tham muu véi 1anh dao nha truong t6 chure thuc hién cong viéc dugc phu
trach dat hiéu qua theo dung chi tiéu ké hoach dé ra. Quan 1y va hoan thanh cac hd
so thudc linh vuc phu trach ddy du, dung quy dinh. Chiju trach nhiém cung cap day
du thong tin va hod so thude linh vuc phu trach khi duoc kiém tra.

Noi dung cong viée duoc giao & mdi cuong vi trén s& ¢ su thay doi khi co su
bién dong vé tinh hinh nhan su ctia nha trudng (Sé cé théng bdo trude héi dong SP
nha truong).
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