UBND THI XA BUON HO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THCS NGUYEN TRUONG TQ Doc 14p — Tu do — Hanh phic

Thong Nhdt, ngay 16 thdng 10 ndm 2024

PHAN CONG NHIEM VU BAN GIAM HIEU
NAM HOQC 2024- 2025

Can ctr quyét dinh s6: 55 /QD-THCSNTT ngay 15 /10/2024 vé viéc ban hanh
quy ché 1am viéc cua truong THCS Nguyén Trudong T ndm hoc 2024 — 2025.

Truong THCS Nguyén Truong To phan cong nhiém vu ddi véi BGH cu thé
nhu sau:

1. Hi€u truwéng: D/c Huynh Thi Day

Phu trach chung tat ca cac mat hoat dong ctia nha trudng. Truc tiép phu trach
cong tac td chitc can b, nhén sy, cong tac ké hoach - tai chinh, ké hoach phat trién
nha truong hang nam va dai han.

Thuc hién phan cip quan 1y trong nha trudng, giao quyén, phan quyén, uy
quyén, chi dao, diéu hanh, don dbc, kiém tra, danh gia, khen thudng, ky luat theo
quy dinh cua cac van ban quy pham phap quy hién hanh.

La chu tai khodn ngan sach nha truong.

Chu tich cac Hoi déng cua nha truong: Hoi déng thi dua khen thuéng, Ho1
dong chuyén mén, Hoi dong ky luat va cac Hoi dong khéac cia truong.

Truong Ban chi dao cudc van dong “Hoc tap va lam theo tAm guong dao dic
H6 Chi Minh” va cac Ban chi dao khéc clia nha trudng.

Chiu trach nhiém vé hd so thi dua, hd so khen thuéng, ky lut hoc sinh, t6
churc thyc hién cac cudc van dong; cac phong trao thi dua trong nha truong.

Kiém tra cac ho so dbi véi cac bd phan:

- S6 dang bo, sd quan 1y cap phat van bang, ching chi;

- Ho so phd cap gido duc;

- Kiém tra ho so, danh gia gido vién va nhan vién;

- S6 quan 1y va hé so luu trit cac vin ban, cong van di, dén;

- Kiém tra va ky hoc ba khdi 6,9.

Phu trach cong tac tu danh gia trudng hoc, xay dung trién khai thyc hién ké
hoach chién lugc ciia nha truong.

Phu trach chung cac cong viéc, ciing v6i cac Pho Hiéu truong giai quyét cac

cong viéc thudc trach nhiém cua cac Pho Hiéu truong khi théy can thiét.
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Truc tiép phan cong cong tac, giao nhiém vu cho moi thanh vién thudc truong
THCS Nguyén Truong To.

Truyc tiép giai quyét cho can b gido vién, nhan vién nghi phép hoic nghi viéc
riéng.

Truc tiép phuy trach cong tac phat trién x4 hoi hod gido duc.

Sinh hoat chuyén mén véi t6 KHTN - CN - GDTC.

Puogc theo hoc cac 16p chuyén mon, nghiép vu va hudéng céac ché d6 hién hanh.

Dinh ky lam viéc voi céac t0 chuyén mon, cac bd phan.

2. Phé Hiéu trudng:

2.1 Phé Hiéu trwéng: Tran Ngoc Hanh

* Gitp Hiéu trudng phu trach cong tic chuyén mon, cu thé:

Quan 1y cac loai ho so:

- Theo do1 hoc sinh chuyén di, chuyén dén;

- Quan 1y né nép day hoc va gio gidc, ky luat lao dong cta gi4o vién, nhan
vién trong nha truong. Truc tiép kiém tra, danh gia viéc thuc hién quy ché chuyén
mon cua giao vién, ky duyét ké hoach t6 chuyén mon, ké hoach cua g140 vién, hd so
gido an cua to truong thude cac to chuyén moén: Van — Tin; KHTN - Cong nghé -
GDTC

- Tham muu cho Hiéu trudng vé viéc phan cong dinh mirc lao dong (Phan
cdng chuy&n mdn) va 1ap ké hoach giang day cho gido vién toan trudng.

- Phuy trach phan mém quan 1y hoc sinh SMAS.

- Phu trach chia TKB chinh khoa.

- Phu trach viéc thuc hién cac ky thi khao sat, kiém dinh, thi hoc ki cta hoc
sinh.

- Phu trach cong tac tri duc, danh gia xép loai hoc sinh, hd so chat luong gido
duc.

- Phu trach tham muu xay dung ké hoach bdi dudng hoc sinh gioi cdc mén
van hoa co ban 16p 9, Olympic Tiéng Anh qua mang, Vioedu Toan qua mang, hoc
sinh gioi kién thirc lién mon, khoa hoc k¥ thuat, phat hién thong tin HSG Ldp 8; hoc
sinh gi61 TDTT; phong trao hoi thao ctia nganh.

- Phu trach cong tac phu dao hoc sinh yéu, kém.

- Phy trach cong tac hoat dong trai nghiém hudng nghiép, cong tac tu van cho
hoc sinh.
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- Phuy trach cong tac thi lai ctia hoc sinh.

- Phu trach cac loai bao céo, thong ké lién quan dén tinh hinh chat lugng gido
duc, chat luong hoat dong cua dodi ngli gido vién, nhan vién. Tham muu vé Hiéu
truong ké hoach gido duc ctia nha truong.

- Xay dung ké hoach do6i méi phuong phap day hoc, ké hoach kiém tra ndi bo
phu hgp v6i nam hoc.

- Ky ban hanh céc loai van ban, ké hoach, thong bao, bao céo, cong van thudc
linh vuc dugc phan céng Gy quyén. Kiém tra va ky hoc ba khéi 16p 7. Kiém tra va
ky s6 goi tén — ghi diém, s6 diém ca nhan, s6 dau bai cta cac 16p thudc khdi 6 va 7.
Ky duyét cac thong bao cua cap dudi cé lién quan.

- Truc tiép quan 1y cong tac chu nhiém cua gido vién khéi chiéu. Phu trach
viéc phan 16p, bién ché dau cap, diéu chuyén hoc sinh chuyén 16p trong ndi bd nha
truong. Phdi hop véi d/c Pho Hiéu truong Vuong Vian Luong tham muu cho Hiéu
truéng cong tac lién quan dén xét tét nghiép, tuyén sinh.

- Phéi hop véi cac d@)ng chi trong ban 1anh dao truong, cac td churc, bd phan,
ca nhan trong cac hoat dong co6 li€n quan, cac cong viéc cu thé duoc Hiéu trudng
phan cong.

- Thuc hién cac nhiém vu khic do Hi€u truéng phan cong.

- Sinh hoat chuyén mén véi to6 KHTN-CN-GDTC.

- Puoc theo hoc cac 16p chuyén mén, nghiép vu va hudng cac ché do hién
hanh.

- Cac van dé méi phat sinh, khi chua c6 cha trwong ctia BGH thi pho hiéu
trudng phai xin ¥ kién cua Hiéu truong trude khi quyét dinh. Trong pham vi quyén
han dugc giao, pho Hiéu truéng thuong xuyén lién hé vo1 phong giao duc va dinh
ky 1am viéc véi cac to chuyén mon cua trudng.

2.2. Ph6 Hiéu truéng: Vwong Van Luong.

* Gitp Hiéu truong quan 1y cong tac hanh chinh, co s¢ vat chat, lao dong va
tham gia quan 1y cong tac chuyén moén cu thé:

- Lén ké hoach, tham muu trong viéc quy dinh trach nhiém st dung va bao
quan cac co s& vat chit va cdc tai san ctia nha trudng. Bao quan 16p hoc, ban ghé, hé
théng dién, sir dung dd dung thi nghiém, thu vién, phong may, cac dung cu phuc vu
van ngh¢, TDTT.
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- Phat hién 1ap bién ban, quy dinh trach nhiém dén bu véi nhitng tai san bi hu
hong mat mat. Tham muu cho Hiéu trudng: Viée sira chita, mua sim cac trang thiét
bi m&i, co s& vat chit ctia nha truong.

- Diéu hanh cong tac lao dong ctia hoc sinh. Pam bao cong bang, lao dong co
nang suat, dung cu lao dong hop 1y. Khi phan cong cac 16p lao dong phai ¢ gido
vién chu nhiém phu trach, c6 ngudi diéu hanh, c6 nghiém thu két qua dua vao tiéu
chi thi dua. T6 chirc lao dong: Mang tinh gido duc, dam bao vé sinh méi truong ludn
ludn xanh, sach va dep.

- Lén ké hoach: Day nghé, hoc nghé (Theo huéng dan cap trén). Theo di viée
day va viéc hoc hoan chinh hd so, ky thi nghé cho hoc sinh.

- Quan 1y né nép day hoc va gio gidc, ky luat lao dong cta gi4o vién, nhan
vién trong nha truong. Tryc tiép kiém tra, ddnh gia thuc hién quy ché chuyén mén
clia gido vién, ky duyét ké hoach t6 chuyén mon, ké hoach ctia gido vién, hd so gido
an cua to trudng thudc cac td chuyén mon: Toan; St - Pia - GDCD — Nghé thuat;
Tiéng Anh. Quan 1y va chi dao cong tac PCGDTHCS, trudong ban van dong hoc sinh
bo hoc quay tr¢ lai truong hoc.

- Phu trach tham muu vé Hiéu trudng ké hoach to churc hoat dong day thém
hoc thém trong nha trudong

- Phu trach cac cudc thi tim hiéu phap luét.

- Phu trach hd so day thém hoc thém, chia TKB day thém trong nha truong.

- Phu trach cac cudc thi giao vién day giéi, GV chu nhiém gidi, thao giang
trong nha truong.

- Phu trach cong tac nghién ctru khoa hoc ing dung su pham (SKKN) cua
gido vién trong nha truong.

- Phu trach viéc quan 1y hoat dong cua phong mdy tinh, thu vién, phong thiét
bi, phong truyén thdng, phong y té hoc dudng. Kiém tra, don dbc viéc st dung do
dung day hoc, cac gio thuc hanh thi nghiém theo PPCT.

- Phu trach cong tac quan 1y né nép hoc sinh (Quén Iy rén luyén hoc sinh thuc
hién noi quy hoc sinh). Phy trach cong tac danh gia xép loai hoc sinh vé hanh kiém,
cong tac doan va phong trao thanh thiéu nién, céng tic van nghé thé thao, van hoa
nha truong.

- Phu trach cong ngh¢ thong tin trong nha truong, quan ly va theo ddi bao cao
cac phan mém nhu: Phan mém kiém dinh chat luong gido duc; phan mém Co so di
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licu nganh; phan mém quan Iy CBVC; trang thong tin dién tr nha trudng; va cac
phan mém khac c6 lién quan.

- Phu trach cong tac thi day hoc theo chu dé tich hop cua gido vién.

- Phu trach cong tac phap ché, ho so xay dung trudng chuin qubc gia va kiém
dinh chat luong gido duc.

- Phu trach cong tac boi dudng chuyén mén, nghiép vu cho can bd gido vién
(Boi dudng thudng xuyén).

- Ky ban hanh céc loai van ban, ké hoach, thong bao, bao céo, cong van thudc
linh vuc duoc phan cong uy quyén. Kiém tra va ky hoc ba cac khéi 16p 8. Kiém tra
va ky s0 goi tén — ghi diém, s6 diém ca nhén, s6 dau bai cua cac 16p thudc khdi 8 va
9. Ky duyét cac thong bao cta cap dudi co lién quan.

- Truc tiép quan 1y cong tac chil nhiém cia gido vién khoi chiéu. Phoi hop véi
d/c Pho Hiéu truong Tran Ngoc Hanh tham muu cho Hiéu trudng vé viée phan cong
cht nhiém cho gido vién va cac cong tac lién quan dén xét tot nghiép, tuyén sinh,
xay dung ké hoach d6i méi phuong phap day hoc phu hop véi tirng nam hoc.

- Phéi hop véi cac déng chi trong ban 1anh dao truong, cac td chure, bd phan,
ca nhan trong cac hoat dong co6 li€n quan, cac cong viéc cu thé duoc Hiéu trudng
phan cong.

- Thyc hi¢n cac nhiém vu khac do Hi¢u truédng phan cong.

- Sinh hoat chuyén mén véi to Toan.

- Puoc theo hoc cac 16p chuyén mén, nghiép vu va hudng cac ché do hién
hanh.

- Cac van dé méi phat sinh, khi chua c6 chu truong ctia BGH thi pho hiéu
truong phai xin y kién cta hiéu truong trude khi quyét dinh. Trong pham vi quyén
han dugc giao, pho hiéu trudng thuong xuyén lién h¢ vai phong gido duc va dinh ky
lam viéc v6i cac té chuyén mon cua truong.

Trén day 1a phan cong nhiém vu ddi v6i BGE I ndm hoc 2024 — 2025.

Noi nhdn:

- Chi bo (Bao cao);

- Cac t6 chirc doan thé trong nha truong (phdi hop);
- Ph6 hiéu trudng, cac t6 trudng (t/hién);

- Niém yét cong khai tai vin phong;

- Trang web nha truong;

- Luu tai VT (1), HT (1).
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