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HIPU TRUOI{G TRUOI{G THPT VO NGUVIN GIAP
cdn cfi Q,ryA dinh sii 2375/QD-UBND ngdy tg/8/2021 cila 1BND tinh

Qudng Nam vi viQc thdnh lQp truong THPT Vd NguyAn Gidp huyQn phil Ninh trrc
thuQc Sd GDET tlnh Qudng Nam;

cdn c* Eiiu I 1, th"ryF II cfia Diiu lQ trudng T.ncs, THpr vd trudng phii
thdng c6 nhiiu ciip hqc ban hinh k7n theo rharg tita sziiozo)rr-BcDDfigdy
15/9/2020 cila BQ trudng B0 GDDT quy dinh chic ndng, nhi€m u,,,, quyin hqnZio
Hi€u trudng;

Cdn cu vdo tinh hinh thryc tii vd ndng lqrc chuy€n m6n ctia cdc thdnh viAn,

QUYET E[NH:
Ei6u 1. Phdn c6ng nhiQm vp cho c6n bQ, girio vi6n, nh6n vi6n nhd tru<rng

trong ndm hgc 2021-2022 (c6 ph6n c6ng kdm theo).

Didu 2. CBG'\rNI-V c6n cri vdo nhiQm vp dugc p{ran c6ng c6 tr6ch nhiQm x6y
dung, tritin khai thgc hiQn k6 hoach, phu hQp v6i di6u kiQn cria nhd trunng, b6o
il6m ti6n ilQ vd ch6t luqng c6c nhiQmvu Auqc giao.

. , - oi6u ,. HOi d6ng gi6o duc trudrng THpr v6.Nguy6n Gi6p, c6c tt)chfc, c6c
t_6 cluy6n m6n, t6 VP vd c6c c5 nhdn c6 t6n o Ei6u I chlu tr6ch nhi6m thi henh
Quy6t clinh ndy. Quy6t dinh c6 hiQu lyc t<C ttr ngity ky.l.

Noi nh$n:
- SdGDDT Qu4g Nam (itii bdo cdo);
- Nhu Di6u 3 (tl6 thtrc hi€n);
- Luu: VT.

't

Diro Kim Tfln



cAN rQ, crAo

(Kdm theo
:2021-2022

G NHIEM VU
TRTIONG THPT VO NCUYTN CTAP

WG ngdy 08 thdng I0 ndm 202 I)

I. Quydn h?o, trfcllilhiQm cfra l6nh tl4o nhir trulng:
TrCn co sO c6c chri,*cmg,.lghi quytit cria D6ng, chfnh s6ch ph6p luft criaNhi nudc, cfta $1nh ud cdc muc ti6u kinhi6 - xd hQi cltia clia phuons, nhd trudrns

xdy dpg c6c il6 6n, k6 hopch, nhiQm v.u, muc ti6u ph6t trie; iia" ai.;;15 ffi;
thgc hiQn c6c chric ning, nhiQm rg quyA, hpn theo quy dinh.

Quan ly, di6u henh c6c ho4t dOng gido dpc cria nhd truong theo quy dinh
c0a Nhi nudc, thgc hiQn ki6m tra, gi6m"it, aarrr'gi6 theo quy d!nh.

chi d4o yie".td chtc gi6ng d4y, hgc tQp vd c6c ho4t d0ng gi6o dpc kh6c
theo chucrng trinh gi6o dpc do BQ GDET Uan frantr vd nhfrnj q"v Oirf, cria S0
GDET Qu6ng Nam.

Titip nhan h9c 1i$, v4n dQng hsc sinh b6.h9c d6n truong; ph6i hqrp v6i gia
dinh hqc sinh, cdc t6 chfc, cri nh6n trong cong d6ng thpc hiQn Ji. rroat aEng gi'ao
duc;

Quin l! gi6o vi6n, nh6n vi6n vd hgc sinh; chi d4o viQc qu6n ly, sti dpng d6t
{ai, truong l6p, quan ly tei siur trang thi6t bi vd tdi chffi theo quy dinn .,iu Ffrap
luft;

Td chric cho gi6o vi6n, nhdn vi6n vd hgc sinh tham gia cdchopt ilQng xd
hQi; thgc hiQn crlc nhiQm vp vir quyAn han kh6c ih.o quy dinh-cria ph6p luat.

HiQu truong phdn c6ng cho ciic Ph6 hiQu truong girip HiQu truong di6u
henh, xri ly thuong xuyon c6c c6ng viQc theo linh vyc, ,t i.6rn ,u dugc phen c6ng
ho{c ty quy6n.

C6c Ph6 hiQu truong: Eugc thay mflt HiQu trucrng di€u hdnh vd chlu tr6ch
nhiQm tru6c Hiey truong, t ld. ph6p lupt v.e linh vuc, nniem vg dugc HiQutrucrng
phdn c6ng noag riy quy6n..D6i v6i nhirng v6n d6 d{c bi-er quan tiqng, phric tap hoal
nhay cim thi cAn xin y ki6n HiQu truont tru6c ktri quytit ainrr. 

. Y)

Khi thyc hiQn nhiQffi vu, n6u c6 nQi dung li6n quan d6n finh vuc, nhi6m vu
do Ph6 hiQu truong kh6c phg tr6ch, c6c Ph6 hiQu-truong .4n chti dQng ph6i hqrp Uan

ly giei quy6t. I**g hqp c6c Ph6 hiQu t**g cO y"kitin f.fra.-iluu thi bdo cdo
HiQu trucmg quytit dinh.

rI. Phin cdng nhiQm vg cria HiQu truong vh c6c ph6 hiQu tru&ng:
1. HiQu tru0ng Dho Kim Tin:
Thgc hiQnrrhiQm vu vd quyAn 

{ran cuv dinh tai Di6u I l, Chucyng II cria Di6u
lQ truong TIICS, TI{PT vd truong ph6 th6ng c6 nhiAu c6p hgc ban hdnh kdm theo
Th6ng tu si5 32/zo2o/TT-BGDDi ngey l.sdtzozo ctu B| truong Bo GDDT, chiu
trdchnhiQm tru6c c6p tron v6 nheng nhiQm vp duoc quy dinh, ,titt c u,



" - Xdv o1F^oyr.loa"l ph6t tri6n nhd trudrng.d.ui hsn vi rgii, hary x6y dungvi t6 chtc thuclriQn kti.ho4ctr-4ieq uu.r?T rrqciuao cio, danfi gia tet qu6 thsc
hiQn tru6c HQi A6ng truong rj .a. c6p c6 th6m quy6n.

- X6y dwrg k6 hoach vd td chric thpc hiQn nhiQm vu gi6o duc; Chi clpo viQcquan ly vd t6 chfc gi6o dlrc hgc sinh;

- Td chuc,lel lryg by m6y co quan; dQi ngfl can bQ quan li, d0i ngfi nhdgi6o trong khudn kh6 chftc ning, quy6n 
-han 

vd rrrie- vp theo q"y ainrr.
- Quan l! gi6o vi6n, nhdn vi6n, hgc sinh; phdn cdng c6ng tric; ki6m tra, d6nh

gi6 viQc thpc hiQn nhiQm vs cta c6c ph6 fff, igC\AIV.
- Quan l)' hanh chinh, tdi chinh, tdi s6n cta co quan; thgc hiQn cdc chi! dQ

chfuh s6ch cria Nhd nu6c aoi voi cBG\rNry vd hgc sinh;
- T6 chirc, chi d?o thgc hiQn Quy chiS d6n chri trong c6c ho4t cl6ng cta nhd

trudrng.

- chiu tr6ch nhiem tr.uc titip. tru6c D6ng, Nhd nu6c, co quan quan lf gi6o
dqc c6p tr6n'v6 c6c nhiQm vU cria minh.

- chi dao c6ng tdc thi du1.k!gn thuong, c6ng t6c gi6o dgc tu tuong, gi6o
dgc ph6p lugt, lim cht tlch c6c hQi d6ng trong-nhd t*"gl

- T6 chric- ki6m tra, d6lh gi6 viQc thgc hiQn nhiQm vp cria ph6 hiQu truong,
cdc t6, c6c b0 phfln vd todn tfre CECrffW vd hgc sinh.

- DuyQt kiS hoach cria ph6 hiQu truong, TTCM vd t6 truong v5n phong.
- Sinh ho4t chuy6n m6n O tO Sintr.

- PhB tr6ch Z tbz f6 HOa - Sinh vi T6 Vin phdng.
- Trgc chinh tI6 giii quy6t cdng viQc vdr ti6p cdng dffn c6c ngiy thft hai

vir thrfr n5m hirng tuAn.

- Theo doi kiiSm ta,kyduyQt so aAu bdi vd ky phe duyQt hqc b4 rtoi tz.
- Day Sinh - KT:2 ti6t/tuan.

- Thyc hiQn c6c nhiQm vp kh6c do Gi6m d6c So GDET giao.
2. Ph6 hiQu tru&ng phan Vin B6ng:

Thgc hiQnlhiQm vg vd quydn l.ran cuv tllnh t4i DiCu I l, Chuong II cria Di6u
lQ truong IHCS, TIIPT vd truong pho th6ng .o nt i'4, c6p hqc Uun ttanf, kdm theo
Th6ng tu s6 3}1}O}OTT-BGDDi ng4v t56l2o2}cria BQ truong Bo GDDT, cirng
HiQu truong chlu tr6ch nhi0m tru6c c6p tr6n ve nnimg nhiem ,tiaoq. phan .OrgI

, r . .9itp. Yie.u,lT*H phg t*ich co s6 v4t ch6t,.lao dQng huong nghiQp, dpy
nghe, khio thi vd ki6m dinh ch6t luqng, trudrng chu6n qutiq liu, .oigt[r r.ilLv[i
hgc, c6ng t6c an ninh trudrng hgc,.thay m6t HiQu truong aicu-rrinh hiat ttQng kai
dugc uf quy6n vi thr,rc nienLOi # ,nie-'vu kh6c khi duo. c phen c6ng.

Tham mrru cho HiQu truong quy6t dinh c6c Sie- vp vA hoat dQng trong
nhi trudrng vi tryc ti6p thyc hiQn c6c nrrie. vu cu tne nnu s;, -



- Tham mtru oe to chric t6t cdc hopt dQng gi6o dpc hgc sinh ngodi gio l6nl6p, vQ sinh c6ng c0ng, hopt clQng vrn nghQ, idtt, c6ng tdc ngopi kho6, hucmgnehiQp.

- Xdy dung k6 ho4ch ndm, hgc ki,.thiing, tuAn vd c6c k6 hogch kh6c thuQclinh vgc dugc giao php tr'ch,tham muu d,5 xu6t thgc hiQn cric "hie;;u;il ,*6,nhimg c6ng viQc vd chiu tr6ch nhiQm tru6c HiQu trucnrg v6 nhirng nhiQm vp dugcphdn c6ng.

- Ldp k6 hoqch, tham muu trong viQc quy dinh tr6ch nhiQm sri dpng vd b6oquan ccv sd vat ch6t vd tii s6n cria nhe firdrlg; bio qu6n l6p hgc, bdn gh6, hQ th6ng
diQn, st dpng cld dung thi nghiQm, thu viQn,"pt org miry. c6c dpng cp phpc vp vin
nghe, TDTT.

- L{p kti hopch b6o vQ an ninh, trpt tg trudrng hgc.
- Quy dlnh trdch nhiQm d6n bu v6i nhirng tdi san bi hu h6ng m6t m6t.Tham

muu cho Hi0u trucrng viQc sta chta, mua s6m cic trangtrritit ui m6;,;J;il;#;
cta nhd trudrng, lim ph6 tru&ng ban mua sim.

- Diau hanh c6ng tric lao dOng cta hgc sinh..E6m b6o c6ng bing, lao d6ng
:6^'iie y6t,. c6 ngu<ri diAu hdnh, c6 nghiQm thu k6t qu6 dua vdo ti6u chf thi dua.
T6 chfrc lao d6ng mang tfnh gi6o dpc, dim b6o vQ sinh m6i t**g iuon lu6n xanh,
spch, dgp.

- T6 chric dpy ngh6, hgc nghd, theo d6i viQc dpy vd hgc, hoan chinh h6 scy
thi nghA cho hgc sinh theo quy d!nh. I

- Tham mtru viQc nhpn x6t ct6nh gi6 giito vi6n trong c6ng tdc chri nhiQm, vd
girio vi6n ac uigu truong nhan xdt ddnhlia-cong chfc, viSn chic hdng ndm.

+i_- _ _ 
' \dT,Ph6 chri tich c6c HQi d6ng thi dua, ky lugt, tuy6n sinh, vd cdc h6i

oong tu van khac.

- PhU trSch c6ng ticy ti5 hgc ducrng vd Cht thQp do;
- Theo d6i ho4t tl0ng chuyGn m6n cfra c6c t6 Xi hQi: t6 ven _ sfr - Dia

- CD, T6 Ngo4i ngfr-TDef --- 'rY- ^ v ' '--

- So k6t tdng kiSt c6ng t6c dugc phdn cdng, b6o crlo HiQu trucrng hang th6ng,
hgc ki, ndm hgc vi trong c6c cuQc hgp ctia nhd irucrng.

- Li6n hQ chat ch6 vdi Ban dpi diQn CMHS 116 th6ng nh6t kiS hoach phOi trq,p
girio dpc gifra gia dinh vi nhi truong.

- Trgc chinh tI6 gi6i quy6t c6ng viQc vir ti6p c6ng din c6c ngiy thri tp
vir thrfr biy hirng tudn.

-Ky cdc hd so, vin bin khi dugc HiQu trucrng ty quy6n.

-Dqy Lich sri: 4 ti6ytuan.

- Theo d6i kiom tra,l<y duyQt so eAu bdi vd ky ph6 duyQt hgc b4 rcroi to.
- Thgc hiQn cric nhi6m vu kh6c do HT vd Girim da5c So GDET giao.



3. Ph6 hiQu tru0ng Hd Minh Dich:
Thgc hiQnlhiQm vu vd quydn hpn quy dinh tai Ei6u I l, Chucrng II cta DiAu

lQ truong IHCS, THPT vd truong ph6 th6ng co nhi-Au c6p hgc ban hdnh kdm theo
Th6ng tu s6 32/2020/TT-BGDDi ngdy l5/;/2o20cria BQ trucrng Bo GDDT, cirng
Y1e, trucmg chlu tr6ch nhiQm tru6c c6p tr6n us 4t"g nhiQm ,,]d.rq. ph6n c6ngl
Girip HiQu tru&ng php tr6ch chuyCn m6n, nA n6p, giao ap. oao a1r. hqc sinfi,
CNTT, ki6m tra nEiuq vd c6c noai a6ng ktuic trong rr,a t*orrg cu th6 nhu sau:

, t- T?y.lrrrg vi t6 chric thpc hiQn k6 hoach chuyOn m6n, ph6n c6ng gi6ne
dpy, x6p thoi kh6a birSu cho c6c hoat {Qns gi6o duc chfnh kh6a, plio ;;";;l!f#;
c6c hoat itOng ngopi 961 chuyOn dd, nghiOn ciru khgu nq., ui6t s6ng ki6n kinh
nghiQm, hQi th6o, 

laq tr96n chuyOy m6n nghiQp vu, k6 hoach b6i duong hgc sinh
gi6i, phu dpo hgc sinh ytiu kdm, ki5 hopch ki€mtra nQi bQ.

- chi dao 
26;.16 

chuven m6n x6y dung c6c lo4i k6 hopch, ph6n c6ng day
thay hqrp lf, duyQt k€ hoach cria t6 chuyCn m6n.

- Nh0n x6t ddnh gi6 gi6o vi6n v€ trinh dQ nghiQp vu, tinh thAn trdch nhiQm
cria giSo vi6n trong chuy6n m6n d6 d6nh gi6 c6ng chric, vi6n chr?c hdng ndm.

- DA ra c6c biQn ph6p quan l)i de n6ng cao ch6t luqrng dpy hgc, ch6t luqrrg
mfii nhgn, ch6t luqng dpi tra-.

- cb,i dOng xdy dpg k6 hoach t6 chirc c6c kj, thi trong ndm hgc nhu thi
GVG cdc cdp, HSG 12 vdolimpic l0,l l; thi TNTH, oTE, v6rihqc hgc v6n, ...

- Theo d6i kitim tra s6 dAu bni ve ky ph6 duyQt hsc b4 tch6i I l; KiiSm tra
viQc sri dung do atng dpy hgc, kicm tra phdng m6y,pt ong thi nghiQm, thu viQn.

- Tham gia qu6n ly viQc thgc hiQn quy ch6 chuydn mdn, ki6m tra dinh gi6
cdc hopt dQng chuy6n m6n cta girio vi6n.

- Ki6m tra-tlycmg xuy6n vd dfnh ki viQc thgc hiQn quy chti chuy6n m6n cria
GV, l0p kti hoach ki6m tiu 116 n6p trong c6c ho4t d0ng cM cria nhd trudrng.

- Ldm Ph6 chir tich cric HQi d6ng khoa hgc, kj, lupt, tuy6n sinh, vd c6c hQi
cl6ng tu v6n kh6c.

- PhU tr6ch c6ng t5c khuy6n hgc, khuy6n tdi;

- Quin ty CNTT: Tham muu xiy dr;ng, ph6t tri6n vi phu trdch website
trudrng, phin mdm quf,n lf vnedu vir cic phi; mdm day hgc va quan ly kh6c.

- PhU tr6ch c6ng tic d1y hgc trgc tuy6n.

- Theo doi vir phg tr6ch ho?t tl0ng 2 t6z t6 To6n -Tin vi t6 var Iy.
- Phu trich c6ng t6c tuy6n sinh vdo lorp 10, tuy6n sinh d4i hgc cao r15rg

hang ndm.

- So k5t t6ng ktit c6ng t6c dugc phan c6ng, b6o ciloHiQu truong hang th6ng,
hgc ki, n6m hgc vd trong c6c cuQc hop cta nhd truong.

- Tryc ch(nh dti gi6i.quytit c6ng v]99 va titip c6ng d6n c6c ngey thft ba vi
thri s6u hang tuAn. Kf cric hO io, v6n b6n khi dugc ifi0u truone ty quy6n.

/\
TRI,

PH(

u0 rr



- Dey To6n (Tin): a ti6tltuAn.

- Theo d6i ki6m tra,ky duyQt sO A6,, bdi vd ky ph6 duyQt hoc bp rcrOi t t.
- Thyc hiQn cric nhiQm vp kh6c do HT vd Gi6m d6c So GDDT giao.

III. Phin c6ng nhiQm vg TKIIE: Ong Dodn Nggc L6

- Tr0n ccv sd nhiQm vp, k6 ho4ch c6ng t6c ctra BGH ghi lpi c6c di6n bi6n ho4t
dQng hing tuAn, th6ng, hgc kj,,...

- Cung v6i lSnh ctao dU c6c bu6i hgp trong nhd trudng, ghi bi6n bin, theo d6i
vd t6ng hgp c5c loai hO so chung cria nhd trulng,

- Thay m6t 15nh dpo nhd trudrng xu l;f c6c c6ng vi6c khi l6nh ctpo di ving.

- Chfu trdchnhiQm b6o qudn c6c lopi s6 bi6n bin vd ghi ch6p dAy dir c6c lo4i
.l ,l

so, ho s0:

+ 56 Nghi qrry6t cria nhd trulng vi Nghi quy6t ctra HQi d6ng trubng,

+ H6 so thi dua ctta nhd trucrng,

+ HO so ki6m lr:a, ddrrh gi6 gi6o vi6n vd nhdn vi6n,

+ H6 so khen thu&ng, kj'luAt hgc sinh.

+ U6 so trudng dat chuAn qui5c gia, ki6m dinh ch6t lugng.

- Dg thio c6c b6o cito, quytit dinh theo y6u cAu cria BGH; d16m danh CB,
GV, nhdn vi6n trongcSc budi sinh hopt tpp th6 (Cheo cd, sinh ho4t 15, hgp HDSP,
hgp tO CM, ...)

- Ghi ch6p bi6n bin, Nghi qrytit c6c cu6c hop trong nhd trudng;

- Phu trdchin c5c bi6u mdu; t6ng hgp, th6ng k0 dAu ndm, cu6i th5ng, cu6i
hgc ki, cu5i nam;

- Tdng hgp k6t qu6 thi dua hdng th6ng, hgc ki vd c6 ndm;

- Thgc hiQn c6c c6ng t5c kh6c theo y6u cAu cria Ban GiSm hiQu;

IV. TO trufing vi Nh6m tru0ng chuy6n m6n:

Ld ngudi tr.uc ti6p giirp viQc cho BGH v6 c6ng t6c chuy6n m6n thuQc bQ

m6n php trdch, cp thiS:

1. T6 chrlc c6c hopt tlQng chuy6n m6n trong t6:

- Sinh ho4t chuyOn m6n Z ldn/thang

- Xdy dUng vd thyc hi€n k6 hopch hopt dQng chung cta t6, hudrng ddn xdy
dung vd qu6n l)t ke hopch c6 nh6n cta t6 vi6n theo kti hoach dpy hgc, phdn phdi
chucrng trinh vd cdc hopt dQng gi6o dgc kh6c cria nhd trudrng;



- Ki6m tra vicc sopn gi6o 6n, s6 di6m c6 nh6nr lan/th6ne ucv xdc nhdn sau
khi ki€m tro). Kii)mtra viQc lEn [ch tao giers llilu5; d;';:";;;;;;;;;';;;tra).

n^yy i L?p ki5 hopch vd t6 chric c6c hopt dQng chuyen m6n theo k6 hoqch ctaBGH g6m:

+ Thting nh6t kC hopch vd
THPT QG.

n6i dung dpy theo ppCT, day BDNC, dpy 6n

I Thong nh{ trong c6c nh6m bQ m6n vC nQi dung ae mcm tra tir I titit tro
l6n (t1r luQn, trdc nghi€m), chqnHSG, ...

+ Tri6n khai nQi dung BDTX, chuyCn ec, n6i th6o, vi6t SKKN, ddng ki thi
dua.

+ Git moi li6n hQ v6i cdc t6 kh6c, ph6i trgi,p hopt dQng voi c6ct6 kh6c khi
c6 nhiQm vu chung cria nhd trudrng nhu sinh hopt giao luu, v6i nghe, tn6 trrao, -..

2.T6 chrlc udi auong chuyGn m6n, nghiQp vg, ddnh gi6 ph6n loli Gv:
- Th6ng 

$r{tn0i.aung"vd td chric trao d6i v6 c5c chuyen dd, so4n c6c gi6o
rin thri nghiQm, t6 chfc day thri nghiQm vd rut kinh nghiQm.

- TO chric 
*:.hoa,. uQn* dy gio, thao giang, d6i m6i phucrng ph6p trong

pham vi t6 vi theo k6 hopch ch;ng cira nhi tru5ng.
- Lelp k6 hopch vd td chric ttit vigc duy tri sri dpng c6c thi6t bi day hgc vd t6

chtic ldm thi.nghiQm tr6n co s0 s8n c6, tp tim ki6m uJ OC nghf mua La ,i"e ftni
cdn vd c6 diiu kien).

D6 xu6t khen thuong, kf lupt AOi vOi gi6o vi6n.

3. Tham gia phin c6ng giing d4y:

- Dy ki6n phT c6ng gi6ng dpy trong t6, nh6m d6 nhd trudrng c6 cdn cf ph6n
cdng gi6ng dAy cIAu ndm;

- EO xu6t viQc di6u chinh trongndm hoc thuQc pham vi t6 bQ m6n v6i ph6
H.ieu truong php tr6ch chuydn m6n d6 Higu trucrng xem x6t * quvei ai.i pl6,,
cdng giang dpy.

- Phen c6ng 
1d theo d6i gi6o vi6n.dav thay, day b6i duong hgc sinh gi6i,

day b6i du6ng m6n chuy6n, phpiao HS ytiuL6rn,'...

4,T|chrfrc rlrng ky thi dua cria c6 nh6n, t$p th6 t6, nh6m chuy6n m6n:
- X6y dung chi tiou, d0ng vi6n t6 vi6n d6ng ki thi dua dAu ndm;

1.. - 
P."rh gi6 x6n lopi thi dua c6 nhan trong t6 vd ldm b6o c6o chung ctia t6

cu6i hgc kj,, cu6i ndm.

III. T6 tru6nrg Vin phdng:

Girip Ban gi6m hiQu x6y dlmg kti hoach hopt dQng chung cta t6, huong
d6n xdy dpng vd quin l), k6 hopch ca Jan ctu t6 vien tnlJk6 froicfr ei6o duc vi

..-,
'o lzl,

tudrue
''tG HC
'i tx6t
:urEn t

*



k6 hoSch n6m hgc ctra nhi truong; phdn c6ng c6ng viQc cho c6c thdnh vi6n trong
t6.

- TO chirc b6i duong chuyCn m6n vir nghiQp vp; tham gia d6nh gi6, x6p
lopi c6c thenh vi6n cria t6 theo c6c quy dlnh cria gO 

"a 
So Gi6o dgc vd Ddo tpo;

- DC xu6t khen thucmg, kf lugt aoi voi c6c thdnh vi6n cria t6.

- Theo d6i vi chi dpo vd drlnh gi6 cdc thenh vi6n cria t6 trong c6c hoqt
dQng chuy6n m6n vd c6c hoat dQng kh6c;

- Gifr m6i li6n hQ v6i cdc t6kh6c, phOi hgp hopt dQng vbi c6ct6 kh6c khi
c6 nhiQm vg chung ctra nhd trucrng nhu HQi nghi, Dpi hQi, vdn nghQ, 86o chf,...

- Tham mtru BGH ph6n c6ng vd cli6u hdnh c5c thdnh vi6n cria td ph6i hgp
ho4t dQng khi c6 c6c c6ng viQc ttQt xu6t, c6p thitit vd chlu tr6ch nhiQm ra 

"r,mgc6ng viQc dugc giao.

VI. Nhin vi6n:

1. Nh6n viGn K6 to6n:

1.1. Thli gian lim viQc:

- Sring tt 07h 30 d6n ilh 15. chi6u tir 13h 30 d6n t7h 15.

1.2. Nhiem yB:

Nghidn cftu tham muu HiQu truOng cdc quy itlnh, nguyhn Ac vi tdi chfnh
do cdc 56, B0 vd Thfi twdng Chinh phfi ban hdnh.

Chiu trirchnhiem vO nghiQp v9 K6 todn theo nhiQm vp, nguy6 ntgcquy dlnh
cria Nhd nu6c. Cp th6:

- E6m b6o,.cfp nhpt kip thoi ch6 d0 chfnh s6ch cho ngudi lao dQng, b6o
hi6m xd hQi, b6o hi6m y tti cho^CBG,\rNrV.

- Nhdn vi6n Ki5 to6n ldm viQc theo cn6 e6 40 gio/tu6n.

- Ngodi ra nhdn vi6n K6 toSn cdn c6 cdc nhiQm vp tham gia thgc hiQn vd
hoin thanh c6c c6ng viQc kh6c theo sp ph6n c6ng diAu dQng cria HlQu tru<rng.

- Xdy dlmg, tham mtru vd chiu tr6ch nhiQm cing HiQu truong quy ch6 chi
ti6u nQi bQ.

.- Xdy dUngz tham muu vd chiu tr6ch nhiem cirng HiQu truong kti hopch chi
ti6u hing th6ng, hing qui..., kip thoi theo dfing qui dinh vd phrlp tgnn rrien hdnh;
Thpc hiQn viQc cdng khai tdi chinh, tdi s6n dinh k) theo quy dinh.

- Tham muu vd chiu trrich nhiQm cing HiQu trucmg duyQt chi c6c khoin chi
ti6u khSc (t5ng, thay gio; hopt dQng ngo4i kho6, ho4t dQng chuyOn m6n, mua sim
trang thi6t bi vft ch6t...);



- Thta lenh Hi€u truong chiu tr6ch nhiQm quytit to6n tii chinh v6i So GDDT
vi Kho bpc, giao dlch v6i Ng6n harg...

- Thay HiQu trucrng gi6i trinh fr1mg vucnrg mic vA tii chinh tru6c HQi d6ng
Gi6o dpc, tru6c Thanh tra nh6n d6n (n6u c6 y6u .Ar;.

- Quin l!' cfuc lo4i s6 s6ch:

+ s6 quin li tai s6n, c6p phi* cdc loai v6n phong ph6m, tai liQu...

+ s6 qu6n ly tai chfnh, c6ng t6c B6o hi6m y t6, sric kh6e GV vd HS,

+ H6 scr quin l1i thi6t bi dey hoc vi thuc hdnh thi nghiQm.

+ H6 so theo d6i sirc kho6 hgc sinh,

-LAp s6 img, muqn ti6n di 96ng t6c hodc gi6i quy6;t cdccong viQc cAn thi6t
cta CB - VC nhi trulng (kdm gi6y xin tmg ti6n c6 chfi ky cria rZ toan vri Hi6u
trucrng)...

. - Ph6i hqp cing thri qu! thu kip thli c6c khoAn thu trong nhd trudng khi cAn
thitit.

2. Nhin vi6n vin thu - Giio vu:

2.1. Thdi gian tirm viQc:

- s6ng tt 07h 00 d6n l rh 15. chiau tt r3h 30 d6n r7h 15.

2.2. Nhiem vB:

Chiu trSch $iery trsc ti6p tru6c HiQu truong v6 thgc hiQn nhiQm vu henh
chinh, quin ly, sri dung h6 s<y luu trt theo quy dinh nghiep vu chuyOn m6n. bu irra
nhu sau:

- Qu6n li cdc con d6u vd hQp d6u theo phdn c6ng tr.uc titip cria HiQu trucrng.

.^ ^-L?p 
c6cvdn ban nhu Td trinh, c6ng v6n, ... trinh Hi6u trucrng kf (kc ca

gi6y c6ng tdc clioa gi6o vi6n, nhdn vi6n).

- LW c6c kep trinh xem, trinh ky.

- cdp phSt giey chimg nh0n TN tpm thoi vd b6ng TN THpr theo qui dinh
- Tiep nh4n cdc dcrn thu, c6ng vdn grii d6n, grii di.

- c6p ph6t vdn phdng ph6m cho GBG,\rNIV theo ch6 dQ vd theo quy6t dinh
cira Hi6u trucrng.

- Gti c5c loai bi6u mdu, c6ng vdn trong nQi b0 nhd trudn g @o HiQu tru1ng
quyd dinh) vd y6u cAu ngudi nhpn [y nf,arr ra"o 16.

- Quin ly s6 dAu bdi ct;r- cdc lop hdng ngdy.

-,C6ng hu1 :q the thdi gian giao dich, nQi dung vd y6u cAu khi d6n giao
dich (fiAp nhQn, trd bdng cho hec siinl



- Quan lf s6 di6m l6p cira GVCN 1sa aiem cdc lop theo t*ng ndm hgc phdi
iluqc lru gifi ldu ddi theo quy dinh cila B0 GD vd chinh phil quy dinh )

- Quin lf hgc bp cria hQc sinh (hqc bq hgc sinh bd hlc duqc qudn ly riang
vd lru giii"ldu ddi), nhfrng trudrng hgrp sai s6t cAn kip thoi b6o cho gi5o vi6n vd
BGH aC UO sung.

: Qu6.n lf s6 iIAu bdi cta c5c lop vd luu git sau I nim (khi tinh 56 diu bdi
moi nhdt thi1t phdi thu s6 c{i)

, - Qu6n lf vd ghi SO <l6ng bQ hang ndm, si5 theo d6i hgc sinh chuy6n d6n,
chuyCn di theo quy dinh..Ldm c6c thri.tpc cho HS chuytin truong di noi khdc vd
titip nhAn hd so chuytin d6n khi c6 y kitin cria HiQu tru<mg.

- Q.ra".l,! cdc h6 so x6t duyQt l6n l6p, O lpi, thi lai hdng ndm vi luu gifr ldu
ddi cung sd di6m.

- Qu6n ly cdc lopi s6 s6ch kh6c theo quy dinh chung.

- Ngoii ra nhdn vi€n vdn thu cdn c6 cdc nhiQm vp tiram gia thgc hiQn c6c
c6ng viQc theo sy ph6n c6ng di6u dQng ctra BGH.

3. Cin b0 phU tr6ch Thu viQn - Thri quf :

3.1. Thcri gian lim viQc:

- S6ng tt 07h 00 d6n 1lh 15. Chi6u tt 13h 30 d6n l7h 15.

3.2. Nhiem vU:

Quin lj vd cho CBGV, hgc sinh trong truong muqn SGK, siich tham
kh6o theo qui dinh. CU th6:

- Tii5p nhfln b6o (sou khi dd s* &,mg), phdn loai vd qu6n ly trong kho Thu
viQn. Chri dQng khai th6c AC UO sung c6c tdi liQu tham kh6o vC ctrti AO .trint s6ch,
luft, c5c vdn b6n hucrng ddn cia chc cdp nginh de luu gifi vi st dpng l6u ddi tpi
Thu viQn.

- PhOi hgp v6i GVCN cdclopgi6i thieu SGK, xdy dpg ki5 ho4ch mua SGK
mdi cho n6m hgc sau.

- Thuc hiQn thu, chi ti6n m{t ching chinh s6ch trong pham vi trSch nhiQm
cta ngudi tht qu!.

- Ki6m d6m thu, chi tiAn mit chinh xdc vir b6o quan an todn qu! ti6n mflt
cta don v!.

- Thpc hiQn nghiOm itinh mric t6n qu! ti6n m{t ctia Nhd nu6c quy <l!nh.

- H4ch to6n chinh x6c dAy dri c6c nghiep vg cfia qu! ti6n m{t, vi ldm c6c
bfuo c6ov6 qu! tiAn m[t. 

J

- Tham gia thgc hiQn vi hodn thinh c6c c6ng viQc kh6c theo sg ph6n c6ng
.9

di6u <lQng cta Ban gi6m hiQu.

- TuyQt AOi Uao mpt vd Quin ly ng6n qu! dri, chinh x5c.

-Ldp s6 theo ddi c6c khoan chi thuons xuy6n vd c6c khoin chi kh6c.



- LCn te 
L"a..! thu hgc phf vd ciic kho6n thu kh6c kip thoi khoa hoc, chinh

xdc, c6 bi6n lai tdi chfnh 16 rdng, tr6nh nhAm lin.
- Tham gia c6ng t6c B6o hi6m tai n4n cho GV vd HS.

.r . ^ 
- chy y.kh6a tu, k6t ti6n, tit gien, quat, m6y vi tfnh vd kho6 phdng ldm viQc

c6n thpn tru6c khi ra vA sau mtSi bu6i ldm viQc.

-__ 1,- 
^ 
I Ng3?i nhfrng nhiQm vg tron bQ phgn tiri vg cin c6 k6 ho4ch, quy t6c

cg th€ thgc hiQn ihing nguy6n tic tdri chinh vir phdp IQnh, qui tlinir 6i6n fianrr
tl6m bio tfnh chfnhl6c vi c6ng khai minh b4ch. Chiu irdctrnhig* t",.O. pilp
lu$t nhirng phin viQc tlugc giao.

4. Nhf,n vi6n y t6:

4.1. Thoi gian tim viQc:

- S6ng tu 07h 00 d6n l lh 15.

- Chi6u tt l3h 30 d6n t7h 15.

4.2. Nhiem vrl:

- Theo ddi, tham muu vd x6y dpg k6 hoach t6 chirc c6c hoat dQng y t6
trong trudng theo c6c vin bdn chi ilpo chuy6n m6n ctra ngdnh Gi6o dpc vd S"O V tCtinh Quing Nam.

- [,d cQng t6c vi6n b6o hi6m y t6,bho hi6m th6n th6 cho hgc sinh.
- Chiu trrich nhi6m chdm s6c sirc kho6 vd so cr?u ban dAu cho hoc sinh.
- Ti6p nhpn c6c don thu, c6ng v6n grii d6n, gtri di (khi NVHC vEng m6t).

-. r -^ 
- Tham_gia thgc hiQn vd hodn thdnh c6c c6ng vi6c kh6c theo sg ph6n c6ng

di6u dQng cta Ban gi6m hiQu.

5. Nhin vi6n thgc hhnh, thi nghiQm:

5.1. Thli gian lim viQc:

- S6ng tt 07h 00 don t lh 15. chi6u tt r3h 30 d6n r7h rs.
5.2. Nhiem vU:

- LaA k6 hoach su dung thi6t bi vd phong thgc hdnh c5c bd m6n theo qui
dinh.

- 86o quin, git gin, vc sinh phong thgc hinh vd thitit bi dpy hgc.
 i'

., A , ,. - 9r:g cdp thiOt bf cho gi6o vi6n phuc vp gi6ng dpy. EC xu6t stia chfra thay
th6 khi c6 nhu cdu cria gi6o vi6n.

6. Nhin vi6n T4p vg:

6.1. Thdi gian lhm viQc:

- S6ng tt 06h 30 d6n t lh 15. chi6u tt 12h 30 d6n r7h 15.

6.2. Nhiem vB:



- fhu" hiQn nghiCm vA thoi gian lao dQng tpi dcm vi. Dqn vQ sinh c6c phdng
hgc (ntiu c6 ycu cAu), vQ sinh c6c phdng ldm vifc cria BGH, phdng hgp, hQi trudrng,
phdng nghi giSo vi6n, sdn trudrng,...

- ChuAn bi nu6c utirrg cho gi6o vi6n trong c5c bu6i hoc vd sinh ho4t, hop hQi
t4i trudrng,

- oc xu6t mua sEm c6c nhu y6u pham nhu gi6y vQ sinh, xd phdng, ch6i, x6
tlung nu6c, trd, 6m ch6n... cho k6 to5n <16 dC ngh! mua sim khi cAn tfrii5t-ho6c theo
dinh ky.

* chlu trdch nhiQm trwdc hQi iting gitio dlrc, HiQu trwong, phtip tuQt vi
nhfrng nhiQm vy itw.oc giao.

7. Nhffn vi6n bio vQ:

7.1. Thli gian lim viQc:

- 24124 gid c6c ngey trong tuAn kC ci chri nhflt.

- Lim viQc 1 ngey d6m, nghi mQt ngdy d6m

7.2. Nhiem vU:

Chlu trdchnhiQm tryc titip trudc HiQu truong vO c6ng tdcbhovQ trQt tg an
ninh, phong chdy, chta chdy trong khu vgc nhd trucrng. cu th6 nhu sau:

- 86o vQ toan diQn vC co sd vpt ch6t cta nhi trudrng (trong khu6n vi€n)

- Gifr an ninh trft tg, phdng chtSng chdy no trong nhd trudrng;.ph6i.h9p v6i
cdng an thi tr6n Phri Thfnh 

"a 
COng an [uyQn Phf Ninh dam b6o tOi nh6t iiat tu

khu v.uc, klp thoi ph6t hiQn vir ngdn chfln nhirng henh vi cta crl nh6n lim 6nh hucrng
d6n uy tin, sfc kho6 ctra CBG\/NIV vd hgc sinh trong trudng.

- Theo d6i cfc ngey 16, ttit trang tri khAu hiQu, bdng r6n, treo cd...

- Theo d6i sau ttng budi hgc nhic hgc sinh t6t diQn, qu4t vd c5c thi6t b! c6
sri dpng diQn n6i chung Ae Aam b6o d6 dung vi tii5t kiQm dipn; d6ng m0 kh6a cria
cric phdng hgc, phdng ldm viqc;

- Tryc c6ng, phdng chting b6o Ifi, ngap lpt, ...

- Di6u henh hiOu lenh (chu6ng, triing) theo quy dlnh cria Lenh d4o tryc.

- Dgn dep ve sinh, ch6m s6c, tudi cdy canh

- Sta chta ntrimg hu h6ng nh6 vA diQn, nu6c, ben gh6, ...

, * Chri !: Khdch ddn.li€n hg phdi mdi vdo phdng tiiip khdch, hdi rd mqtc d{ch
ttiSn ldm vi€c cr)a khdch aii oao cdo u,a xin.y kien nGn. Kh6ng ae macn fi{ rcn
phdng ldm'viQc BGH khi chua c6 y ki€n nniii tri ctia BGH.

V[I. C6c t6 chfc tloin th6:



^ Ngodi nhibng nhiQm v1t ridng theo ngh! quydt itgi hQi, itiiu lQ itfic thit crta
ctic to chirc, chrt Qch, Bi thn ctic itidn tna iai inai nqp ,i;g;i';"i &ya,,ir*gio vdo cdc hogt cl6ng sou:

1. Chfi tich C6ng doin:

- Thay m{t BCH C6ng dodn ptrOi tet hgp ctng HiQu trucrng nhd tru}ng xay
dUng vd thgc hiQn Ngh! quytit HQi nghi crin bQ c6ng chric.

- Thgc hign ngh! qrytit cria chi bQ, tuy6n truyAn tu tuOng chfnh tri, ndng cao
nhpn thirc chinh trf trong c6n bQ c6ng chric.

- PhOi ktit hq,p v6i chfnh quydn vit cdcdodn thi5 khric ndng cao ddi s6ng tinh
thAn vd-vat ch6t cho c6n bQ, gi6o vi6n, c6ng nh6n vi6n. chri dQng *ay duig kj
ho4ch ti5 chfc tham quan, giao luu ktit nghia ooi ,oi c6c dcm vi ban...

- Chi d4o Ban Thanh tra nhdn ddn, cirng v6i chfnh quy6n ldm t6t c6ng t6c
thi dua, khen thucnrg, ndng cao ch6t luqng dpy vd hgc dring theo lugt dinh, diSu lQ
vd ph6p lQnh c6n bQ - c6ng chric.

- Xdy dung tOt mOi quan hQ gifta chinh quydn, cdng dodn, c6c doin th6 khac
trong vd ngodi nhd trucrng. Tdng cucrng m6i doen k6t trong can bQ gi6o vi6n, c6ng
nh6n vi6n. Ndng cao uy tfn, thucrng hiQu cria nhi trucrng.

- H5 trq chinh quydn cting cO nA n6p chuy6n mdn, b6i du6ng hgc sinh gi6i,
php dpo hgc sinh y6u...

2.Bi thu Doirn trulng:

- gurg v6i BCH t6 chric t6t ilai hQi Dodn trudrng, xdy dpg vi thyc hiQn ttit
Nghi quy6t clai hQi theo timg n6m hgc...

- Tham mrru HiQu trucnrg, t6 cht nhiQm, x6y dpg vd thpc hiQn quy chi! thi
dua trong hgc sinh c6 y nghia thgc ti6n g6p phAn n6ng cao ch6t lugng day vi hgc,
git virng n6n n6p, ki cucrng hgc duong.

- Tham mrru Ph6 HiQu trucrng HDNGLL - HN x6y dpg chuong trinh, k6
hoach ho4t dQng ngodi gid nhu: chdo cd, sinh hoat ngopi kho6, ie nOi ...

- Tuy6n truy6n, gi6o dpc c6ng t6c tu tuong chinh tr! cho doin vi6n thanh
ni6n. D{c biQt, chri trgng c6ng t6c tuy6n truy6n vfln dQng n6ng cao uy tfn thuong
hiQu nhd truong.

- PhOi kiit hqp vol-.cdc t6 chtic doan *re mrac ldm t6t c6ng t6c khuy6n hgc,
khuyi5n-tii, chdm lo ddi sting tinh then vi v?t ch6t cho doan vien thanh ni6n. Tham
muu, ktit hqp cring chinh quyAn c6 ch6 clQ khuyiSn khich thu hrit hgc sinh gi6i THCS
vdo truong.



- Ctng v6i Ph6 HiQu tru&ng chuyon mon, c6ng dodn, chi doin gi6o vi6n,
d0ng vi6n tinh th6n doan vi6n gi6o vi6n tham gia dpy b6i du6ng hgc sinh gioi vd
cric ho4t dQng kh6c.

3. Ban iISi diQn cha mg hgc sinh:

Nhiem vp cta Ban dpi diQn cha me hgc sinh trudrng: Thgc hi6n dtng
Th6ng tu s6 1512OL1/TT-BGDDT cria BQ Gi6o dpc vi Edo tpo

- PhOi hgp v6i hiQu tru&ng nha trucmg t6 chric thgc hiQn nhiQm vr,r theo
nghi quytit cria cuQc hgp dAu ndm hgc, thgc hiQn c6c ho?t dOng gi6o dgc trong
ttmg thdi gian do Ban dpi di6n cha mg hgc sinh trucyng dC ra;

- PhOi hgp vdi hiQu truong hudng ddn, tuy6n truy6n, ph6 bi6n ph6p lupt,
chti truong chinh s6ch v6 gi6o dpc eOi vOi cha mg hgc sinh nhem n6ng cao tr6ch
nhiQm chdm s6c, b6o vQ, gi6o dgc hgc sinh;

- PhOi hgrp vdi hiQu trutmg t6 chirc gi6o dgc hpnh ki6m cho hgc sinh;

- PhOi hqrp v6i hiQu trucrng b6i du0ng, khuyiSn khich hgc sinh gioi, gitip
il0 hgc sinh nghdo, hgc sinh c6 hodn c6nh kh6 khdn, hec sinh khuy6ttqrt,tdn tflt;
v4n dQng hgc sinh titip tpc di hoc; clQng vi6n c6n bQ, gi6o vi6n, nhdn vi6n tich
cgc ndng cao ch6t lugmg dpy hgc vi gi6o dgc todn dien;

4. Chi hQi Khuy6n hgc:

- KOu ggi, vfn dQng circ t6 chric kinh t6, chfnh tri, chinh tri - xh hQi, c6c
co quan, c6ng ty, xi nghiQp ... vir c5c mpnh thucrng quen quy6n g6p gdy dprg
qu! khuy6n hgc.

- Cung vdi chinh quyAn, Dodur trudrng xem x6t trao hgc bSng cho hgc sinh
nghdo, hgc sinh hoc gi6i.

- Tham muu chfnh quydn, c6 ch6 dQ khuy6n khfch hqc sinh gioi THCS
thi vdo trudrng, n6ng cao ch6t luqmg dpy vd hgc.

5. Chi hQi Chir thfp tI6:

- K6u ggi, vfn dQng c6c t6 chirc chinh tri, co quan, cdng ty, xi nghiQp ...
vd c6c thanh vi6n kh6c trong vd ngodi nhi trudrng quy6n g6p gdy dUng qu}.

- Ldm ttit c6ng t6c tir thiqn. Dpc biQt chri trgng dtin ddi si5ng cria c6n bQ,

gi6o vi6n vd hgc sinh khi gflp hopn npn, kh6 khdn...

- Cung v6i c6c hQi khric k6u ggi tinh tuong thdn tucrng 6i, girip nhau hoan
thanh nhiqm vp. Xdy dUng t<trOi Aai dodn k6t trong hgc sinh vi girio vi6n.

* Ngodi cdc nhiQm v1t ilw,qc phhn cilng, tu) theo tinh chfu cilng viQc vd
thil iti6m, ndu cAn thi* HiQu trwhng - Chrt fich hQi itilng gitio dlrc cti th7 phfrn

A 
' ';cdng cdc phdn viQc khdc cho ctic thdnh vidn cd lidn quan.



III. T6 ch&c thgc hiQn:

Cdc c6 ila1 
lq,.bq pl^e, trong trudrng c6 tr6ch ntri€_m thyc hiQn su ph6n

c6ng vd chi duo, .Y,rle noanrrip* yu d"q. phal c6ng bing k5h"a;h v6i nhinrg chi
ti6u, biQn ph6p cp th6, phtr hqrp, trrinh 6p ditvn chpy theoJnarn ticn.

Thucvng xu-y:n hucrng dan, kiiSm tra,. d6n d6c cBG\Ary, hgc sinh thgc hiQn;

Iil,1ylL::;6o, ph6n 6nh tinh hi+, de xu6t cdc sihiphdp chi iao v6i HiQu t**j
dc gini quyct nhfrng v6n d6 n6y sinh trong qu6 triih tlgc^hiQn.

Trong qu6 trinh thgc hiQn, cdn cf vio tinh hinh thpc tti, Higu tru<rng sE di6u
chinh viQc ph6n cdngcho phir hgp dim b6o viQc thgc hiQn cric nhiQm vg c6ng tdc
th6ng sutit vA hiQu qu6 cao.

't Noi nhfn:
- S0 GDDT Quang-Nam @A btio cdo);
- Chi tiy, chi b0 @i bdo ctio);
- C6c PHT, t6 CM, tO Vp @6 thrc hi€n);
- Luu VT.
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