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QUYET PINH
Phan cong nhiém vu cho can bg, giao vién, nhan vién
Nam hoc 2022-2023

HIEU TRUONG TRUONG MAM NON BiNH MINH II

Can ct Thong tu s6 52/2020/TT-BGDDT caa Bd Gido duc va Pao tao
ngay 31 thang 12 nam 2020 ban hanh Diéu 1& trudng mam non.

Thong tu lién tich s6 06/2015/TTLT-BGDDT-BNV ngay 16 thang 3 nam
2015 quy dinh vé danh muc khung vi tri viéc 1am va dinh mac s6 luong nguoi
lam viéc trong cac co s gido duc mam non cong lap.

Can ctr vao ké hoach thuc hién nhiém vy nam hoc 2022-2023.

Xeét nang luc va kha nang cong tac ctua can bg, gido vién, nhan vién.

QUYET PINH:

Picu 1: Phan céng nhiém vu cho can bg, gido vién, nhan vién trudng
Mam non Binh Minh Il nam hoc 2022-2023 (c6 danh sach phan cong cu thé
kém theo)

Piéu 2: Céan bo, gido vién, nhan vién trong nha truong cin cir vao nhiém
vu cu thé dugc phan cong cé trach nhiém xay dung ké hoach hoat dong va thuc
hién ké hoach cho phi hop véi dic thi cdng viée duoge giao.

Piéu 3: Cac ong (ba) co tén tai diéu 1 chiu trach nhiém thi hanh quyét
dinh nay. Quyét dinh c6 hiéu luc ké tir ngay ky./.

Noi nhn: HIEU TRUONG
- Nhu biéu: 1
-Luu VT

Bui Thi Hoang Yén



PHAN CONG NHIEM VU
Péi véi can b0, giao vién, nhan vién trwomg Mé4m non Binh Minh II
Nam hoc 2022-2023
(Kém theo Quyét dinh s6 176/0D-MNBMII ngay 26 thing 8 nim 2022
ciia Hiéu trieong truong Mam non Binh Minh II)

TT Ho tén Ngay sinh | Trinh d9| Nhiém vu dwgc phin cong
1 [Bui Thi Hoang Yén  [0/6/1970 pH | huehibo - Hicutruong phu
trach chung
Phé hiéu truéng - Phu trach chat
2 [Pham Hong Lién 3/9/1973 PH  [lugng GD, cong tac pho céap, bao
céo thong ké.
Chu tich cong doan - Pho Hi¢u
truong phu trach nudi dudng, cac
3 |Luu Thi Nhinh 4/9/1973 DbH  phong trao thi dua VH, VN,
TDTT, Ung ho tir thién, bao hiém
than thé.
4 |Lé Thi Thanh Thuy  [6/9/1980 PH 10 truomg CM 10 4+3 1, cong
nghé thong tin.
5 [Nguyén Thi Lan 1/9/1990 PH  |Gio vién 16p 5T Al
6 [Nguyén Thi Thu Huong [27/7/1985 DH  |Gido vién 16p 5T Al
7 D6 Thi Kim Hoa 5/7/1990 PH  |Gido vién 16p 5T A2
Nguyén Thi Thanh 3/12/1990 DH  |Gido vién 16p 5T A2
9 |Nguyén Thi Thay Liéu [19/3/1979 DH  (Gi4o vién 16p 5T A2
10 |Lé Thi Hing Nhung 6/4/1990 b Bi thu doan TN, T6 pho t6 CM
4+5T, GV 16p 5T A3
11 |Nguyén Thi Bich Hanh [3/1/1975 DH  |Gido vién lop ST A3
12 |Nguyén Thu Cha 30/10/1983 DH  (Gi4o vién 16p 4T Bl
13 [Nguyén Thi Huyén 13/10/1990 PH  |Gido vién 16p 4T B1
14 [Nguyén Thi Thay 14/11/1984 PH  [Gi4o vién 16p 4T B2
15 [Nguyén Thi Kim Oanh [22/4/1994 bH  |Gido vién 16p 4T B2
16 [Vii Hong Ta 10/9/1984 PH [Pho CTCPD, Giao vién 16p 4T B3




17 [Nguyén Thi Huong 8/6/1988 PH  (Gi4o vién 16p 4T B3

18 [Nguyén Thi Ha 09/3/1981 CDb  [Gido vién l16p 4T B4

19 [Poan Thi Huong 8/10/1987 PH  |Gido vién 16p 4T B4

20 [Pham Thi Nhu Quynh  [30/1/1980 PH  [Gi4o vién 16p 3T C1

21 Bui Minh Thay 8/10/1983 PH  [Gi4o vién 16p 3T C1

22 [Nguyén Thi Mui 28/10/1979 CP  [Gi4o vién 16p 3T C2

23 [Nguyén Thi Trang 1/8/1990 bPH  |Gido vién l6p 3T C2

24 Nguyén T. Thanh Trang [17/8/1991 Cb |Giao vién lop 3T C2

25 [Nhit Thi Thay 15/9/1983 CP  [T6 truong t6 3T+NT, GV 16p 3T C3
26 [Nguyén Thi An 10/9/1985 PH  |Gido vién 16p 3T C3

27 Nguyén Thi Bén 26/9/1985 PH  |Gido vién nhom 24-36T D1

28 [P6 Thi Thuy 27/10/1991 PH  |Gido vién nhém 24-36T D1

29 [Nguyén Thi Thuy 28/11/1982 PH  (Gi4o vién nhom 24-36T D1

30 |Ly Lan Linh 27/4/1982 CD [T pho NT+3T, GV nhdm tré D2
31 [Ngé Thi Hién 27/5/1984 CD  [Gi4o vién nhém 24-36T D2

32 Nguyén Kim Hoan 16/5/1984 CPb  [T6 truong to nudi dudng

33 |Bui Thi Dung 7/6/1977 CP [T6 pho to nubi dudng

34 [Nguyén Thi Hong Van [11/6/1984 CP  [Nhan vién nubi dudng

35 [Nguyén Thi Huyén 26/12/1992 CP  |Nhan vién nudi dudng

36 [Hoang Thi Nhung 13/12/1991 CP  |Nhan vién nudi dudng

37 |Lé Thi Luong 27/8/1981 CP  |Nhan vién nudi dudng

38 [Nguyén Thi Lan Huong [5/5/1983 TC  |Nhén vién nudi dudng

39 [Pao Thi Mui 28/8/1979 PH  [T6 truong t6 van phong, ké toan
40 |[Hoang Thi Lan Huong [18/1/1974 TC |Nhanviény té

41 [Nguyén Thi Thay 20/6/1990 TC  |Nhan vién VP, van thu, tha quy
42 |Luu Ba Tay Bao vé
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Binh Minh, ngay 26 thang 8 nam 2022

NHIEM VU CU THE CUA CAC THANH VIEN

1. Hiéu trwong: Bui Thi Hoang Yén

- Chi dao, quan 1y diéu hanh chung va chi dao chung thuc hién ké hoach
nhiém vu nam hoc 2022-2023. Phy trach cong tac xdy dung Pang va phat trién
dang trong nha truong.

- Quén Iy diéu hanh tai chinh cua nha trudng,

- Duy¢t cac ké hoach cua Pho hiéu trudng.

- Truc tiép diéu hanh céc linh vyc:

+ Cong tac bdi dudng tu tudng chinh tri dao ditc cho CBGVNV, cong tac
quan triét tuyén truyén cac Chi thi, Nghi quyét, van ban, Thong tu, Huéng din
cua Pang, Nha nudc cua nganh dén CB,GV,NV.

+ Cong tac xay dung quy hoach td chirc can bod ngu@)n cua don vi;

+ Cong tac kiém tra ndi bd; Cong tac Thi dua khen thudng, ky luat cia
don vi; Panh gia Xép loai CB,GV,NV.

+ Cong tac xdy dung CSVC. Cong tac tham muu cc cip ¢ tham quyén.

- Tham gia cac hoat dong gido duc 2 gio/ tuan (Theo Piéu 1 truong MN).
Tham gia sinh hoat tai t6 vin phong.

2. Pho Hiéu truwéng: P/c Luwu Thi Nhinh

- Chu tich cong doan - Pho Hi€u truéng phu trach nu6i dudng, cac phong
trao thi dua VH, VN, TDTT, Ung ho tir thién, bao hiém than thé CBGVNV va
hoc sinh.

- Xay dung ké hoach. T6 chuc trién khai, kiém tra, gidm sat thuc hién cac
cuQc van dong va cac phong trao thi dua cua nha truong.

- Chi dao cong tac y té truong hoc..

- Phu trach cong tac phdi hop voi cac Hoi, doan thé cua xa: - Tram Y té -
Phong Y té, Trung tim Y té;

- Phu trach truc tiép va chi dao phan mém nudi dudng.

- Chi dao viéc thuc hién qui ché chuyén mon ctia CBGV.

- Chi dao cong tdc Boan — Hoi ... Chi dao phong trao van hoa - van nghé,
TDTT toan truong.

- Thay mit Hiéu trudng diéu hanh moi cong viéc khi duge oy quyén.

- Phéan cbng gido vién day thay khi trong trudng c6 nguoi nghi.

- Thuc hién cadc nhi€ém vu khac do hi€u trudng phan cong diéu dong.

- Tham gia cac hoat dong gido duc 4 gid/ tuan (Theo Piéu 1é truong MN).
Tham gia sinh hoat tai t6 nuoi dudng.



3. Phoé hi¢u truéng: P/c Pham Hong Lién

Pho hiéu trudng - Phu trach chét luwong GD, béo céo thong ké; cng tac tu
Kiém dinh chat lugng; Cong tac kiém tra ndi bo; Phu trach truc tiép va chi dao
cac phan mém Gido duc; Cong tac phd cip gido duc mam non cho tré 5 tudi.

- Chi dao hoat dong nghién ctru khoa hoc, dé tai SKKN

- Phu trach cong tac dao tao, boi dudng do1 ngti can by, giao vién, nhan
vién vé chuyén mén nghiép vu;

- Thay mit Hiéu trudng diéu hanh moi cong viéc khi dugc Gy quyén.

- Phan cbng gio vién day thay khi trong truong c6 nguoi nghi.

- Thyc hién cac nhiém vu khac do hiéu truong phan cong diéu dong.

- Tham gia cac hoat dong gido duc 4 gid/ tuan (Theo Piéu 1 truong MN).
Tham gia sinh hoat tai t6 4+5T va to 3T+NT.

4. To trwéng chuyén mén cé nhiém vu:

- Xay dung ké hoach hoat dong chung cua to, huéng din xay dung va
quan ly ké hoach cé nhan cua t6 vién theo ké hoach giao duc.

- T6 chitc bdi dudng chuyén mon va nghiép vu; tham gia danh gid, xép
loai cac thanh vién cua t6 theo quy dinh cua B Gido duc va Dao tao.

- Bé xuit khen thuong, ky luat di véi giao vién.

- PBé xuat phan cong day thay, khi trong to 6 ngudi nghi.

- Xay dung ké hoach, noi dung sinh hoat chuyén mén theo huéng dan cua
Nha trudng, duy tri lich sinh hoat t6 dinh ky it nhat hai tuAn mot lan.

- Thuc hién cadc nhi€ém vu khéac khi HT, PHT phan cong.

5. T6 pho t6 chuyén mén c6 nhiém vu:

- Cung v6i TTCM x4y dung ké hoach hoat dong chung cua t, huéng dan
xay dung va quan 1y ké hoach c4 nhan cia to vién theo ké hoach giao duc.

- T6 chitc bdi dudng chuyén mén va nghiép vu; tham gia danh gia, xép
loai cac thanh vién cua t6 theo quy dinh cua B6 Gido duc va Pao tao.

- Pé xuét khen thuong, ky luat d6i voi gido vién.

- Bé xuit phan cong day thay, khi trong t6 c6 ngudi nghi.

6. Giao vién:

- Bao vé an toan vé strc khoé tinh mang cua tré trong thoi gian tré &
truong, 16p.

- Thyc hi¢n cong tac nudi dudng, cham séc gido duc tré em trong chuong
trinh gido duc mam non; Lap ké hoach chim séc gido duc; xdy dung méi trudng
gido duc; to chtic cac hoat dong nudi dudng chiam soc gido duc tré; danh gia va
quan 1i tré; chiu trach nhiém vé chat luong nuoi dudng, cham séc, gido duc tre,
tham gia day du cac hoat dong cta nha trudng, doan thé trong nha trudng.

- Trau doéi dao duc, giir gin pham chat, danh du uy tin nha gido, guong
mau thuong yéu tré, doi xir cong bang va tén trong nhan cach cua tré; Bao vé
cac quyén va loi ich chinh déng cua tré, doan két gitp d& dong nghiép



- Tuyén truyén pho bién kién thirc khoa hoc nuéi day tré cho cha me tré,
chu dong phdi két hop véi gia dinh tré dé thuc hién myc tiéu gido duc tré em

- Gido vién ty rén luyén strc khoé, chuyén mon nghiép vu, pham chat dao
duc k¥ ning sdng, giao tiép Gmg xur.....

- Thuc hién cadc nhi€ém vu khac khi HT, PHT phan cong.

7. Nhan vién nuoi dudng:

- Thuc hién dung No6i qui bép an; Ché bién thtrc an theo ding thuc don,
dam bao vé sinh ATTP, chju trach nhiém trudc Hiéu trudong vé toan bd khau
nhap thuc pham hang ngay, quy trinh ché bién, luu mau thic in, bao ho lao
dong...

- Thuc hién cadc nhi€ém vu khac khi HT, PHT phan cong.

8. To Vin Phong:

T6 vin phong dam bao gio gidc lam viéc do nha trudng quy dinh (c6 lich
lam vi¢c riéng cua timg nhan vién), truong hop xin nghi cling phai tuan theo cac
quy dinh nhu dbi voi gido vién, riéng cong viéc 1am thay thi tuy theo tinh chat
cong viéc ma phan cong, song phai 1am bu dé hoan thanh tién d6 cong viéc da
dam nhan. Hang ngdy, tat ca cac nhan vién hanh chinh déu phai c6 mat tai

phong lam viéc cua minh trong gio lam viéc, trir khi dang lam nhiém vu & bén
ngoai da béo cao Hi¢u truong.

9. Nhan vién hanh chinh- Vin thu- Ké Toan, thi quy.

- Chiu trach nhiém véi cap trén trong viéc thu - chi tai chinh.

- Tham muu cho hiéu truéng, gitp viéc hiéu trudng vé quan 1y cac ngudn
tai san, tai chinh ctia nha truong dam bao ding quy dinh; Lam dang, du, kip thoi
cac ché do chinh sach cho CBGVNV. Gitp hi¢u truong trong viéc thuc hién
chic ning quan 1y nha nude trén linh vyc tai chinh cua trudng; Thanh quyét
toan tai chinh rd rang theo timg quy. Chiu trach nhiém v&i cap trén trong viéc
thu - chi tai chinh.

- Phu trach phan mém tai chinh, CSVC, quan Iy trudong hoc...

- Tham muu cho hiéu truéng, gitp viéc hiéu trudng vé quan 1y cac ngudn
tai san, tai chinh ctia nha truong ddm bao dung quy dinh.

- Kiém tra giam sat cong tac tai chinh nha bép thuc hién khau phan in
cua tré quan 1y tai san nha truong.

- Theo ddi cong van di, dén, chuyén cong vin dén bao cao Hiéu truong,
Phé hiéu truéng xir Iy. Nhan cong vin, ndp bao cao day du kip thoi; theo ddi va
vao s cong van di dén day du; kip thoi; khoa hoc luu hd so cong van.

- Gitp viéc cho Hiéu truong, pho hi€u trudng soan thdo van ban, quan ly
van ban, quan 1y hd so nhan su, cong tac 18 tan.

- Truc tiép phu trach thuc hién cac chuong trinh hdi nghi, chup anh va
lwu gitr hinh anh cac ngay hoi ngay 1& va khi ¢6 cac doan dén thim quan nha
truong (Néu can).



- Luu giit h6 so nha truong.

- Tham gia sinh hoat to vin phong it nhat 1 1an/thang.

- Thuc hién cac nhi¢m vu khéac khi HT, PHT phan cong

10. Y té hoc duong:

- Phu trach y té trudng hoc, ¢ong tic VSATTP

- Thudng xuyén kiém tra cac diéu kién dam bao an toan vé strc khoe cho
tré trong qua trinh hoc tap, vui choi & truong.

- Tham gia td chirc thuc hién céc quy dinh vé vé sinh méi truong, v¢ sinh
ca nhan, VSATTP, phong tranh tai nan thuong tich, cac dich bénh ... dé xay
dung truong hoc "Xanh - sach - Pep - An toan™,

- Xay dung ké hoach tham muu cho nha trudng phdi hop voi tram y té x4,
trung tam y té thi xa dé thuc hién tdt viéc phong chéng cac dich bénh va kham
stc khoe cho hoc sinh.

- Kiém tra huéng dan, tuyén truyén cong tac vé sinh, VSATTP. Dich
bénh.

- Thuc hién cac nhiém vu khéac khi HT, PHT phan cong.

11. Thanh tra nhan dan.

- Xay dung ké hoach, giam sat cac hoat dong ctia nha trudng theo vin ban
quy dinh cua Phap luat.

- Hoat dong dung theo chitrc ning quyén han va trach nhiém cua minh
theo Quy ché dan chii cua don vi di dugc thong qua Hoi nghi can b, gido vién,
nhan vién.

12. Nhan vién Bao vé:

- Pam bdo an toan tai san nha truong. Thuc hién tdt cac noi dung da ki két
trong hop dong; Tuyét d6i khong cho xe may, xe dap, xe 6 to vao trong san truong,

13. Poan thé:

13.1. Cong doan:

Phéi hop véi nha truong, Phat dong phong trao thi dua; Thic day cac ca
nhan, tap thé gido vién xay dung cac dé tai sang kién kinh nghiém; Quan tam
dén doi sébng cia CBGVNV va hoc sinh ¢6 hoan canh kho khin ...

13.2. Poan thanh nién:

Tang cuong tuyén truyén, to chirc hoc tap va lam theo 101 Bac, xy dung
cac guong dién hinh tién tién cta doan vién thanh nién vé hoc tap 1am theo tu
tuong dao dirc, phong cach Ho Chi Minh.

13.3. Ban Dai di¢én cha me hgc sinh:

Phéi hop véi Hi€u truong t6 chirc thuc hién nhiém vy nam hoc va cac
hoat dong gido duc theo ndi dung duoc théng nhét tai cude hop d4u nam hoc cua
Ban dai dién cha me hoc sinh truong; tuyén truyén, phé) bién phap luat, chu
trwong chinh sach vé gido duc ddi voi cha me hoc sinh nhim nang cao trach
nhiém cham séc, bao v€, gido duc hoc sinh; giup dd hoc sinh ngh¢o, hoc sinh



khuyét tat va hoc sinh ¢6 hoan canh khé khan; van dong hoc sinh hoc sinh trong
d6 tudi mam non dén truong.
HIEU TRUONG

Bui Thi Hoang Yén



