PHONG GD&DT TX PONG TRIEU
TRUONG THCS PUC CHINH

CONG HOA XA HOI CHU NGHIA VIET NAM

Poc l1ap — Tw do — Hanh phuc

DANH SACH CBQL, TO TRUONG CHUYEN MON, VAN PHONG
Nam hoc 2024 - 2025

Can ctr Quyét dinh s6 166/QD-THCSPC vé viéc phan cong nhiém vu cho can bd quan 1y, gido vién, nhan vién
truong THCS Puc Chinh, nim hoc 2024-2025, trudng THCS Pire Chinh 1ap danh sach CBQL, T6 truéng chuyén mén,

Vin phong, cu thé nhu sau:

STT Ho va tén Chire vu Dié¢n thoai | Dia chi thw dién | Dia chi noi 1am Nhiém vu, trach nhiém
tw viée
- Nhi¢m vu quan 1y:
+ Quan 1y toan dién hoat dong cuia nha truong.
+ Thuyc hién cac nhi¢m vu cua Hi¢u trudng theo biéu 11 cua Diéu
1¢ truong THCS, 1a nguoi chiu trach nhiém trude phong GD&DT
Dong Triéu va cac cép c6 tham quyén vé toan b cong tac quan|
hes.debttthuy@ | T THCS 1y nha truong. Chiu trach nhiém quan 1y, diéu hanh moi hoat dong
P , cn . thcs.dc.bttthuy ruong , o . , LA A £ A
g cua nha truong theo quy dinh cua Phap luat va truc ti€p thuc hién
1 [Bui Thi Thu Thuy| Hi¢u truéng | 0983363877 dongtrieu.edu.vn Plic Chinh g quy di p lug . p ti s

cac nhiém vy cu thé sau day:

(1) Xay dung t6 chirc b may; thuc hién Nghi quyét ctia Hoi dong
truong; xdy dung ké hoach nim hoc, phuong hudng chién luoc
phat trién nha truong va to chirc thyc hién ké hoach.

(2) La nguoi phat ngon chinh thirc cac ndi dung lién quan dén
hoat dong cua nha truong.

(3) Quan ly cong tac tu tudng trong CB-GV-NV; cong tac bao




v¢ chinh tri ndi bg; cong tac td chirc can bo; cong tac ké hoach tai
chinh; cong tac thi dua khen thuong, ky luat; xét duyét két qua
danh gia xép loai hoc sinh.

4). T chic kiém tra, danh gia viéc thuc hién nhi€ém vu ctia Pho
hiéu truong, cac td, bo phan va toan thé CB, GV, NV va hoc sinh
(cong tac kiém tra ndi bo truong hoc).

(5). Phu trach cong tac ddo tao, bdi dudng.

(6). Quan hanh chinh, tai chinh, tai san ctia co quan; thuc hién cac
ché d6 chinh sach cta Nha nudc dbi véi can bd nha gido, nhan
vién va hoc sinh.

(7) T6 chirc, chi dao thuc hién quy ché dan chu trong cac hoat
dong cua nha truong.

(8). Xay dung ké hoach t6 chirc thyc hién xdy dung trudong dat
chuén Quéc gia, kiém dinh CLGD.

(9) La chu tich cac Hoi dong: khoa hoc, thi dua khen thudng, ky
luat, tuyén sinh, tuyén dung va cac hoi déng tu vin khac.

(10) Xir Iy cac cong van giri dén trudng; duyét cac ké hoach,
chuong trinh cong tac cuia nha truong; duyét trude khi ban hanh
cac ndi quy, quy ché, cac quy dinh dp dung trong nha truong.
(11) Phu trach cong tac giai quyét don thu, khiéu nai t céo, cong
khai dan chii, phong chdng tham nhiing

(12). Phuy trach cong tac cho hoc sinh nhap hoc, thoi hoc, chuyén
di, chuyén dén.

(13). Phu trach hoat dong gido duc NGLL: Cac hoat dong chuyén
dé, ngoai khoa, cac phong trao thi dua ddi véi hoc sinh; Chi dao
gido duc dao duc, phap luat, cong tac doan, ddi; cong tac gido duc
phap luat, cong tac phap ché trong nha




truong;

(14). Chiu trach nhiém Website cua truong. Kiém duyét bai dang
trang Websitibe ctia truong; Kiém duyét cac ndi dung cong khai
trén Websitibe cua truong

(15). Sinh hoat chao c& dau tudn 1 hang thang.

(16). Chi dao cong tac y t&, hanh chinh.

(17). Tham gia sinh hoat t6 tai t6 Khoa hoc Ty nhién. Phy trach
chi dao cac hoat dong cua t6 cha nhiém, t6 Khoa hoc Ty nhién.

- Nhiém vu giang day: Thuc hién day dam bao dinh muac 2
tiét/tuan.

Tran Thi Dung

Pho Hi¢u
trudng

0988764571

thes.dc.ttdung@
dongtrieu.edu.vn

Truong THCS
buc Chinh

- Nhiém vu quan ly:

+ Thay mat Hiéu truong diéu hanh hoat dong ctia nha truong khi
duoc uy quyén; tham muu cho Hiéu truong quyét dinh cac nhiém
vu vé hoat dong chuyén mon va cac hoat dong khac trong nha
truong. Ky duyét cac vin ban gui cip trén thudc linh vuc phu
trach hoic khi dugc Hiéu trudng uy quyén. Xay dung ké hoach
va bao cao két qua vé linh vuc cong tac duoc phan cong phu trach.
+ Truc tiép phu trach thuc hién cac nhi€ém vu cu thé nhu sau: (D)
X4y dung va to chirc thue hién nhiém vu chuyén mén:

+ Phéan cong giang day; xép thoi khoa biéu; xay dung ké hoach
boi dudng hoc sinh gidi, phu dao hoc sinh yéu; ddi moi phuong
phap giang day; kiém tra danh gi4; to chirc chuyén dé; cong tac
day thém tai truong.

+ T chutre thue hién Quy ché hoat dong chuyén moén; Quan 1y,
kiém tra, nhan xét cac loai hd so thudc linh vuc chuyén mon.
Tham muu kiém tra thuong xuyén va dinh ki viéc thuc hi¢n




quy ché chuyén mon cua gido vién toan truong, 1ap ké hoach kiém
tra né nép trong cac hoat dong chuyén mén ciia nha trudng.

+ Theo dbi va huéng dan hoat dong ctia cac to chuyén moén; Chi
dao xay dung cac loai ké hoach; Kiém tra hd so va duyét ké hoach;
Quan 1y, theo ddi, dé xudt diéu chinh phin céng chuyén mon;
Theo doi viéc thuc hién chuong trinh cua td chuyén moén theo
ding quy dinh. Trién khai, theo ddi, don déc viée thue hién sinh
hoat chuyén mon cua gido vién. Chi dao cac hoat dong sinh hoat|
chuyén d¢, hoi thao, tp huan chuyén mon nghiép vu. Pe xuét cac
bién phap quan Iy dé nang cao chat luong day hoc, chat lugng miii
nhon, chat lugng dai tra. Tham muu tinh, duyét thira gid cho gido
Vién.

+ Chiu trach nhiém tham muu t6 chirc kiém tra dinh ky ddi véi
hoat dong giang day.

(2). Tham muu viéc nhan xét danh gia gido vién vé trinh 6 nghiép
vy, tinh than trach nhiém cua gido vién trong cong tac chuyén mon
dé Hiéu truong nhan xét, danh gia cong chirc, vién chirc hang nam.
(3). So két, tong két cong tac duoc phan cong, bao cao Hiéu
truong hang tuan, thang, hoc ki, ndm hoc va trong cac cudc hop
cua nha truong.

(4) . Phu trach cong tac khao thi va KDCL trong nha truong, quan|
Iy cac loai hd so tuyén sinh, hd so xét t6t nghiép, khao sat danh
gia chit luong; cong tac xét tot nghiép THCS va tuyén sinh vao
16p 6

(5). Phy trach quan 1y co s¢ vat chét, thiét bi day hoc:

H+ Quan 1y trang thiét bi cac phong 1am viéc, phong hoc, phong bd
mon... Tham muu ra soat, chinh stra, hoan thién Quy ché




sir dung, bao quan csve nha truong; Diéu chinh hé thdng Noi quy
cac phong bo mon. TH chirc ban giao, theo ddi qué trinh st dung
csve nha truong cua CB-GV-NV va hoc sinh; Pinh ky td chirc
kiém ké CSVC; tham muu dé xuit cho Hiéu trudng ké hoach mua
sdm, sira chira, tang cuong csve phuc vu nhi¢m vu gido duc;

H+ Xay dung ké hoach quan 1y, khai thac sir dung TBDH.

(6) Phu trach cong tac an ninh, trat tu, phong chay chira chay
trong co quan; cong tac khanh tiét trong cac dip L&.

(7). Phu trach hoat dong giao duc NGLL cac linh vuc: Gido duc
lao dong, hudng nghiép; vé sinh an toan thuc phém trong nha
truong; cong tac phdi hop véi cac co quan, doan thé trong viée
dam bao v¢ sinh, canh quan chung quanh nha trudng; Hoat dong
gido duc thé chat.

(8) Truc tiép quan 1y, didu hanh hoat dong cuia Hoi Chit thap do;
(9). Phy trach cong tac phd cap gido duc.

(10).Phu trach ing dung cong nghé thong tin trong nha truong:
+ ung dung CNTT trong day hoc, trong soan, duy¢t gido an truc
tuyén.

+ Quan 1y phan mém Smas

H+ Phu trach chuyén d6i sb trong gido duc

(11). Chi dao, phu trach cong tac thu vién truong hoc.

(12) Tham gia sinh hoat tai t6 Khoa hoc Xa hoi, phu trach chi dao
hoat dong cua t6 Khoa hoc Xa hoi va T6 van phong.

- Nhiém vu giang day: Thuc hién day dam bao dinh muc 4
tiét/tuan.




Tran Thi Mai
biép

T6 trudng to
KHTN

0969310166

thes.dc.ttmdiep@
dongtrieu.edu.vn

Truong THCS
Duc Chinh

- Xay dung ké hoach va to chire thuc hién cac nhiém vu cua to
chuy&n mon

- Thuc hién cac nhiém vu khac:

+ Xay dung va thyuc hién ké hoach hoat dong chung cua td, hudng
dan xay dung va quan 1y ké hoach c4 nhan cua t6 vién theo ké
hoach day hoc, phan phéi chuong trinh va cac hoat dong giao duc
khéc cia nha truong; kiém tra d6n déc mdi t6 vién thuc hién ding
ké hoach d dé ra, thao luan, nhan dinh tinh hinh va danh gia két
qua gido duc hoc sinh thudc pham vi cua td phu trach, ban bac cé
bién phép nang cao chét lugng toan dién.

+ To chitc phong trao thi dua trong t6, nhan xét danh gia to vién
dé nghi khen thuong va ky luat dbi véi to vién. To trudng chuyén
mon quan 1y s6 sinh hoat to.

+ Co trach nhiém phan cong ngudi day thay khi c6 to vién nghi
day theo quy dinh.

+ Tham gia cting BGH trong cong tac kiém tra chuyén moén nghiép)
vu va chuyén dé cua gido vién, nhan vién; kiém tra cac hoat dong
hoc ctia hoc sinh.

Nguyén Thi Mui

T4 trudng t6
KHXH

0386453908

thes.de.ntmui@
dongtrieu.edu.vn

Truong THCS
btrc Chinh

- Xay dung ké hoach va td chirc thuc hién cac nhiém vu cua to
chuyén mén

- Thuc hién cac nhiém vu khac:

+ Xay dung va thuc hién ké hoach hoat dong chung cua td, hudng
dan xdy dung va quan 1y ké hoach ca nhan cia to vién theo ké
hoach day hoc, phan phdi chuong trinh va céc hoat dong gido duc
khéc cia nha truong; kiém tra don déc mdi t6 vién thyuc hién dung
ké hoach da dé ra, thao luan, nhan dinh




tinh hinh va danh gia Kkét qua gido duc hoc sinh thudc pham vi cua
t6 phu trach, ban bac c6 bién phap nang cao chit lugng toan dién.
+ T chirc phong trao thi dua trong to, nhan xét danh gia to vién
dé nghi khen thuong va ky luat di vai to vién. To trudng chuyén
mon quan 1y s6 sinh hoat 0.

H+ Co trach nhiém phan céng ngudi day thay khi c6 to vién nghi
day theo quy dinh.

+ Tham gia cing BGH trong cong tac kiém tra chuyén mon
nghiép vu va chuyén dé cua gido vién, nhan vién; kiém tra cac
hoat dong hoc cta hoc sinh.

Nguyén Thanh
Huyén

T6 trudng to
Van phong

0972295778

thcs.dc.nthuyen@
dongtrieu.edu.vn

Truong THCS
Dtc Chinh

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

- T6 chiic phong trio thi dua trong t6, nhan xét dénh gia to vién
dé nghi khen thuong va ky luat ddi voi to vién. T6 trudong chuyén
mon quéan 1y so sinh hoat t6.

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

Ditc Chinh, ngay 05 thang 9 nam 2024
HIEU TRUONG

Bui Thi Thu Thay



