SO GIAO DUC VA PAO TAO BINH PINH  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT NGUYEN BiNH KHIEM Poc 1ap - Tw do - Hanh phiic

Sb: 90/QD-NBK Hoai An, ngay 30 thang 8 ndm 2023

QUYET PINH

Vé viéc phan cong nhiém vu cho can b, gido vién, nhan vién
Nam hoc 2023-2024

HIEU TRUONG TRUONG THPT NGUYEN BINH KHIEM

- Can cit chite ndng, nhiém vu va quyén han cia Hiéu truéng dwoc quy
dinh tai Piéu 1é truong Trung hoc so so, truong Trung hoc phé théng va trong
Phé théng c6 nhiéu cap hoc ban hanh kém theo Théng tw sé 32/2020/BGDPT
ngay 15/9/2020 cua Bo truong Bo Gido duc va Dao tao,

- Can cw yao Ké hoach giao duc nha truong nam hoc 2023-%024;

- Theo dé nghi cua P.HT phu trach chuyén mon, caic TT To Chuyén mon
va TT To Van phong.

QUYET PINH:

Piéu 1. Phan coéng nhiém vu cho can bo, gido vién, nhan vién trudng
THPT Nguyén Binh Khiém nadm hoc 2023-2024 (c6 phdn cong cu thé kém theo);

Piéu 2. Can bd, gido vién, nhan vién trong nha truong can ctr vao nhiém
vu cu thé duoc phan cong c6 trach nhiém xay dung ké hoach hoat dong va thuc
hién ké hoach cho phu hop véi cong viée duoc giao;

Piéu 3. Cac 6ng (ba) lanh dao nha truong, cac té chuyén mon, cac t6 chirc
doan thé trong trudong va thanh vién tai Piéu 1 chiu trach nhiém thi hanh quyét
dinh ndy. Quyét dinh c6 hiéu luc ké tir ngay ky./.

HIEU TRUONG

Noi nhan:

- HT, P.HT;

-TTCM, TPCM, TTVP;
-CBCS, boan TN;

- Gido vién, nhan vién;

- Luu VT.




SO GIAO DUC VA PAO TAO BINHDINH  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT NGUYEN BINH KHIEM Poc 1ap - Tu do - Hanh phiic

BANG PHAN CONG NHIEM VU CHO CAN BO,
GIAO VIEN, NHAN VIEN VA NGUOI LAO PONG
NAM HOQC 2023-2024
(Kém theo quyét dinh sé6 90/0P-NBK ngay 19 thdng 8 ndam 2023
ciia Hiéu trieong trwong THPT Nguyén Binh Khiém)

1. Hiéu truéng:

Phu trach chung, chiu trach nhiém truéc 1anh dao cép trén vé thuc hién
nhiém vu quan ly; truc tiép phu trach cac mit cong tac:

- Xay dung quy hoach, phat trién nha truong;

- Cong tac To chirc Can bd, Ké hoach Tai chinh, Phap ché;

- Chi dao hoat dong chuyén mon trong nha truong;

- Cong tac kiém tra ndi bo;

- Cong tac Khao thi va Kiém dinh chit luong gido duc;

- Cong tac day thém, hoc thém,;

- Quan ly, kiém tra, nhan xét cac loai hd so thudc linh vuc chuyén mOn(Ké
hoach ctia t6 chuyén mén);

- Cong tac chu nhiém,;

- Ung dung cong nghé thong tin trong nha trudng;

- Quan ly chuong trinh vnedu.vn danh gia Xép loai hoc sinh;

- Phu trach phong trao thi dua

- Cong tac ngoai khoa, gido duc k¥ ning song;

- COng tac tuyén sinh 16p 10, tuyén sinh dai hoc — cao dang va day nghg;

- T6 chire, quan 1y nhan su ctia t6 hanh chinh - vin phong phu hop véi chirc
nang, nhiém vu cua cac thanh vién trong to.

2. Pho Hi¢u trudéng:

Phu trach va chi dao thuc hién mot sd linh vuc cta nha truong, cu thé nhu
Sau:

- Phu trach hoat dong chuyén moén trong nha truong;

- Phy trach phan cong thoi khoa biéu day chinh khoa, ty chon, day thém,
phu dao hoc sinh yéu kém,;

- Thye hién kiém tra, nhan xét cac loai hd so thudc linh vuc chuyén mon.
(Lich bao giang, Ké hoach cua t6 chuyén mon, Ké hoach giang day cua gido
vién, ...)

- Cong tac vé co sd vat chit ciia nha truong;

- Cong tac Trat tu - Ky luat



- Cong tac gido duc Qudc phong - An ninh, Thé duc thé thao;

- Phu trach t6 churc céc sy kién trong nha truong;

-Congtac Y té trrong hoc, Chir thap do, Lao dong, vé sinh truong, 16p;

- Thyc hién mot s6 cong viéc khac khi dugc Hi¢u trudng phan cong.

3. To truéng, to phé to chuyén mén:

- Xay dung ké hoach va diéu hanh cac hoat dong cua td, xay dung ké hoach
su dung do dung day hoc, ké hoach str dung va khai thac c6 hi¢u qua cac phong
hoc bo moén, van dong gido vién, nhan vién tham gia cac cudc thi do S& GDDT,
Cong doan nganh to chirc, phat hién va bdi dudng hoc sinh gioi tham gia thi
chon HSG cac cap:

- Gitip t6 vién xay dung ké hoach gido duc cta gido vién va cac hoat dong
khac ctia nha truong theo nhi¢ém vu dugc phan cong. Kiém tra don dbc to vién
thuc hién ding ké hoach da dé ra, thao luan - nhan dinh tinh hinh va dénh gia két
qua gido duc hoc sinh thudc pham vi cua to phu trach, trao ddi va dé ra cac bién
phap nang cao chat lugng va hi¢u qua gido duc;

- Chiu trach nhi¢m chinh trong hoat dong chuyén mon cua to chuyén moén
va gido vién, nhan vién trong t6. Thuc hién cac bao cdo dinh ky va dot xuat theo
yéu cau cua lanh dao truong;

- Trao d6i va danh gia sang kién, t6 chuc dy gio, hoi giang, thao giang, to
chtic sinh hoat va béo cao chuyén dé, t6 chuc bdi dudng ning cao trinh do
chuyén mon, nghi¢p vu td vién;

- C6 trach nhiém phan cong nguoi day thay khi to vién nghi bénh, nghi
phép hoac di cong tac;

- Tham gia cing Lanh dao nha truong trong cong tac thanh tra, kiém tra
hoat dong su pham gido vién,

- T chtic phong trao thi dua trong t0, nhan xét danh gia t6 vién theo chuan
nghé nghiép va quy dinh hién hanh, dé nghi khen thudong va ky luat dbi véi to
Vién;

- Thue hién cong viéc khac khi dugc Lanh dao phan cong.

( Kém theo bang phdn cong cu thé )
4. To truomg to Vin phong

T6 trudng to van phong: Nguyén Xuat Hién

Nhiém vu:

Xay dung ké hoach hoat dong cua td Van phong, chi dao, don dbc to vién
thuc hién theo ké hoach, cu thé:

- Tb chirc giao tiép ddi ndi va dbi ngoai véi vai tro 13 cau ndi véi cac bd
phan, don vi trong va ngoai nha trudng va voi nguoi dan;

- Chiu trach nhiém vé cbng tac Y té hoc duong;

- Pé xuit phuong an va soan thao cac hop dong lao dong trong nha truong;



- Phan cdng thanh vién theo ddi va cap nhat so6 Bao hiém cia CB, GV, NV
trong truong;

- Tham gia cac hoat dong khac khi Lanh dao phan cong.
5. Thu ky Hji dong, thw ky Hoi dong trwong: Ong Tran Dai Tung.

- Ghi chép bién ban cac Hoi nghi, cac cude hop;

- Phéi hop T6 Vin phong tb chirc cac budi 18;

- HO tro phu trach cac ky thi; kiém tra, tong két diém, ...;

- Thyc hién cong viéc khac theo yéu cau Lanh dao.
6. Giao vién by mon:

- Thuc hién day hoc theo ké hoach gido duc cua gido vién va phan céng
chuyén mon cia nha truong; quan ly hoc sinh trong cac hoat dong giao duc do
nha truong t6 chic; tham gia cac hoat dong cua t6 chuyén mon; chiu trach
nhiém vé chat lugng, hicu qua gido duc; tham gia nghién ctru khoa hoc su pham
ung dung;

- Giit gin pham chat, danh du, uy tin ctia nha gido, guong mau truéc hoc
sinh; thuong yéu, ton trong hoc sinh, doi xu cong bﬁng vO1 hoc sinh, bao vé cac
quyén va loi ich chinh dang cua hoc sinh; doan két, giup d& dong nghiép; tao
dung moi trudong hoc tap va lam viéc dan chu, than thién, hop tac, an toan va
lanh manh;

- Phéi hop v61 gido vién chu nhi€ém, cac gido vién khac, gia dinh hoc sinh,
Doan truong trong day hoc va gido duc hoc sinh;

- Thuc hién cadc nhiém vu khéc theo quy dinh cua phap luat.

(Kém theo bang phdn céng chuyén mon cu thé theo tirng b moén)
7. Giao vién chi nhiém:

Ngoai cac nhiém vu cia GVBM, GVCN con ¢6 nhitng nhiém vu sau day:

- X4y dyung ké hoach va thyc hién cac hoat dong gido duc phu hop véi dic
diém, hoan canh va diéu kién thuc t& nhim thac déy su tién bod cua 16p chu
nhiém va cua tirng hoc sinh;

- Phu trach day cac hoat dong gido duc ngoai gid 1én 16p (K12) va mét sd
nd1 dung hoat dong trai nghiém, hudng nghiép (K10, K11);

- Phéi hop véi cac gido vién bd mon, cha me hodc ngudi d& dau hoc sinh,
Poan Thanh nién, cac to chtrc xa hoi c6 lién quan trong viéc hd tro, giam sat
viéc hoc tap, rén luyén, huéng nghiép cta hoc sinh 16p minh chu nhiém;

- Nhan xét, danh gia va xép loai hoc sinh cudi ky va cudi nam hoc; dé nghi
khen thudng va ky luat hoc sinh; dé nghi danh sach hoc sinh dugc 1én 16p théng,
phai kiém tra lai, phai rén luyén hanh kiém trong he, phai ¢ lai 16p; hoan chinh
viéc nhép dit liéu s6 diém dién tir va ghi hoc ba hoc sinh;

- Bao c4o thudng ky hodc dot xuat vé tinh hinh ciia 16p véi Lanh dao truong.

(Bdang phdn cong GVCN kem theo)



8. Nhan vién:

Phin cong cu thé :

- Ong Nguyén Xuat Hién: Y t& hoc duong;

- Ba Kiéu Thi Bao Long: K& toan, b4o céo tai chinh, quan 1y ngan séch, ...

- Ba Tran Thi Tho: Vin thu, luu trit, kiém nhiém phu trach CNTT nha trudng;
- Ba Tran Thi Nhan: Cong tac thu vién, cap nhat s6 ding bo;

- Ba Nguyén Thi Thay: Phu trach phong Thiét bi, cac phong hoc bé mon Li,
Hoa, Sinh

- Ong Tran Quy Thanh, 6ng Tran Quy Tam: Bao vé co quan;

- Ba Tran Thi Phuéc: Phyc vu.

9. Phu trach cac linh vuc khac:

a) Day hoat dong giao duc ngoai gio' 1én 16p (K12)

TT Ho tén Day Nhiém vu So tiét Ghi chu
lop
1 | Nguyén Minh Hiéu 12A1 |HDPGDNGLL | 18 tiét/nim
2 | Nguyén Van Chuong 12A2 | HPDGDNGLL | 18 tiét/nim
3 | Lé Thi Hong Mo 12A3 | HDGDNGLL | 18 tiét/nim
4 | Pham Xuan Thém 12A4 | HDGDNGLL | 18 tiét/nim
5 | P4 Thi Hoa 12A5 | HDGDNGLL | 18 tiét/nim

b) Day hoat dong trai nghiém huwéng nghiép
(C6 bing phdn cong riéng theo Ké hoach)
c) Day hoat dong Gidao duc hwéng nghiép:

TT Ho tén HKI HKII So tiét

1 | Do Thi Hoa Khéi 12 (5 16p) 25 tiét

3 | Nguyén Thi N& Khéi 12 (5 16p) 20 tiét
Tong cong 45 tiét/nam

* Cong tac van nghé: C6 Tran Thi Nhu Thay (PT HKI, 36 tiét/HKI); HKII giao
cho BTV Doan truong phu trach;

* Cong tdc TDTT toan truong: Giao cho BTV DPoan truong phu trach;

* CONng tac Vuon truong: thay Vo Pinh Loi, GV day mén GDTC: 74 tiét/nam;

* Lwu y:

- Phé Hiéu truéng chiu trach nhiém vé nhiém vu dugc giao trudc Hiéu
truong va cung Hiéu truong chiu trach nhiém trudce cap trén thudc linh vuc phu
trach.

- Céc thanh vién dugc phan cong nhiém vu ¢6 trach nhi¢m :
+) Cung cip day du thong tin va hd so thudc linh vuc phu trach khi duoc thanh
tra, kiém tra;
+) Tham muu voi Lanh dao nha trudong t6 churc thuc hién cong viéc dat hiéu qua
theo dung chi ti€u ké hoach dé ra;




+) Phdi hop véi Ban dai dién cha me hoc sinh, cuu hoc sinh nha trudng, cic nha
hao tim va dia phuong trong cac hoat dong giao duc hoc sinh, trong cng tac xa
héi hoa gido duc gép phan huy dong cac ngudn luc trong cong dong dé phat
trién nha trudng;

- Noi dung cong viéc dugce giao s€ co su thay doi tly tinh hinh thyc té ctia nha
truong./.




SO GIAO DUC VA PAO TAO BINH PINH  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT NGUYEN BiNH KHIEM Pic 1ap - Tw do - Hanh phiic

BANG PHAN CONG GIAO VIEN CHU NHIEM
~ Nam hoc 2023 - 2024
(Kem theo Quyét dinh so 90/OD-NBK cua Hiéu truong truong

THPT Nguyén Binh Khiém)
TT Ho tén GVCN lop Ghi chu
1 | Nguyén Minh Hiéu 12A1
2 | Nguyén Vian Chuong 12A2
3 | Lé Thi Hong Mo 12A3
4 | Pham Xuan Thém 12A4
5 | Do Thi Hoa 12A5
6 | Nguyén Thi Hong 11A1
7 | L& Thi Lé Thanh 11A2
8 | Nguyén Thi Thanh Phiic 11A3
9 | Tran Thi Nhu Thiy 11A4
10 | V& Xuan Vi 11A5
11 | Pham Vin Hai 10A1
12 | Poan Minh Hung 10A2
13 | VO Thi Thu Thanh 10A3
14 | Tran Thi Thao Lanh 10A4
15 | HO Cong Bio 10A5
Noi nhin: HIEU TRUONG
- HT, P.HT;

-TTCM, TPCM, TTVP;
- CBCS, boan TN;

- Gido vién, nhan vién;

- Luu VT.
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