CONG HOA XA HOI CHU NGHIA VIET NAM

PHONG GD & DT H. DIEN BIEN
Dic ldp - Tu do - Hanh phic

TRUONG MN SO 2 XA THANH YEN

S&-ZQD/HTTIMN Thanh Yén, ngay 02 thing 08 nam 2021

QUYLET DINH
Vv phiin cng nhi¢m vu cho csin b§ - gifio vién — cong nhan vién trong trudng
MAm non s6 xii 2 Thanh Yén niim hoc 2021 - 2022

HIEU TRUONG TRUONG MAM NON SO XA 2 THANH YEN

Can cir Diéu 10 Piéu l¢ truong MN ban hanh kém theo vén ban hop nhat sé
32/2020/TT-BGDDT ngay 31 thang 12 nam 2020 ciia B6 Gido duc va Dao tao quy
dinh nhiém vu, quyén han ciia Hiéu truong;

Can cir vao ké hoach nhiém vu ném hoc 2021 - 2022 cia truong Mam non sé
2 xad Thanh Yén huyén Pién Bién;

Xét dé nghi ciia cde bg phdn tham miru cho BGH nha fruong.

QUYET PINH:

Diéu 1: Phan cong nhiém v, quyén han, thuc; hién cong viéc cu thé cho can
b0 - gido vién - nhan vién thudc truong Mam non sé 2 xa Thanh Yén — huyén Dién
Bién ( ¢6 danh sdch kém theo ).

Diéu 3: Quyét dinh nay c6 hiéu luc ké tir ngay ky. Cac can bp- gido vién —
cong nhén vién trudng Mam non sé 2 xd Thanh Yén chju trach nhiém thi hanh
Quyét dinh nay.

Noi nhin: HIEU TRUONG
- Phong GD&DT huyén Dién Bién TSN
- Nhur didu 3 s :
- LuwuNT
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PHAN CONG NHIEM VU CHO CBGV - CNV NAM HQC 2021 —2022
(Kém theo quyét dinh s6 S6:22/QD-H TTrMN ngay 02 thang 08 nam 2021 cua hiéu
truong truong MN so } 2 xd Thanh Yén)

I. Ban giam hi¢u

1. Ba: Nguyén Thi Phuwong Lan — Hiéu truong

- Phy trach chi dao diéu hanh chung céc hoat dong cta trudng, chiu trach
nhiém va truc tiép quan ly diéu hanh cong tic to chirc can bo, cong tac thi dua,
khen thuong, ky luat, chu tai khodn, phu trach tai chinh, thanh kiém tra, co s& vat
chét, x4 hoi hoa gido duc, cong tac phd cép; Xay dung truong chuén Quéc Gia;
Céng tac kiém dinh chét luong gi4o duc, danh gid trudng mam non; Cong tac GD
Dan tdc, diéu hanh cac hoat dong cham séc gido duc trong nha truong.

- Day (hodc dy) 2/ tun - Day 16p méu gido 16n

- Sinh hoat chuyén mén tai t6 mau gido Lén — Nh.

- Truc trudong sang thir 3, 5, trua thir 2, 6 chiéu thir 4,5 hang tuan

2. Ba: Ha Thi Thity — Pho hiéu truong

- Theo ddi, don dbc, phu trach thuc hién viéc chi tra cac ché do cta gido vién,
hoc sinh; cong tac td chirc, tap huan, bdi dudng, dao tao.

- Phu trach tham muu thuc hién cong tac théng ké, s6 liéu chat luong gido
vién va hoc sinh, Co so dir liéu, UDCNTT trong nha truong, phan mém cong tac
pho cép gido duc mam non cho tré em 5 tudi; Sach, nudc sach, cong tac khuyén
hoc; chuyén dé ting cudong tleng viét; chuyén dé 161 yéu Viét Nam.

- Tham muu xdy dung, trién khai thuc hién ndi dung van ban bao méat; Hoi
nghi cong nhan vién chirc; ké hoach cai cach hanh chinh; viéc thuc hién cong khai
trong co s giao duc; ké hoach ngan chan bao luc hoc dudng, dé an vi tri viéc lam.
K& hoach phat trién quy mé truomng 16p.

- Phu trach theo doi, don ddc thuc hién ché do cho tré tir Quy trd nghéo viing cao.
- Phu trach cong tac ban tri, cong tac cham soéc nudi dudng tre, phan mém

phan mém ban tra.

- Phy tréch méng y té, méi truong Xanh — Sach — Dep, VSAT thuc phém,
phong chong dich bénh;

- Phu trach tham muu thyc hién cac cugc van dong, phong trao, phu trach hoi
thi cua tré, hoat dong cac phong chuyén mon nhu Am nhac, thé chat, Kidsmart.

- Thuc hién hé thong bao c4o theo linh vuc, bdo cdo chuyén mon phu trach va
cac bao cdo khéc khi dugc phan cong.

- Phu trdch tham mru cng téc thi dua, khen thuong, k¥ luat. Danh gi4 chuan hiéu
truong, pho hiéu truong, gido vién.

- Tham muu trién khai thuc hién van ban céc cap, luu cac minh chimg theo
nhiém vu phan cong phu trach.
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- Tham muu x4y dung céc loai ké hoach, quyét dinh, quy ché va cac ndi dung
khéc thudc chuyén mon linh vuc phu trach.

- Phu trach cong tac lao dong vé sinh, canh quan méi trudng trong va ngoai
16p hoc.

- Phu trach hoat dong chuyén mén, sinh hoat chuén mén t4 MGL + Nha: &
hanh chinh.

- Day 4h/tuan 16p MG bé ( day thay t truong chuyén mon)

- Chiu trach nhiém va thye hién nhiém vu khac do hiéu truéng phan cong, ty quy@n.

- Truc truong sang thi 3, 6/tuan; trua thi 3, 4 /tudn chiéu 2,6 /tudn.

3. Ba: Hoang Thi Ha — Pho hiéu truéng

- Phu trach tham muu céng tic co s& vat chat, trang thiét bj d6 dung, d6 choi.
- Tong hop béo cao chuyén mén chung, chuong trinh BDTX cho gido vién.

- Phu trach tham muu céng tac phap ché cua truong, xay dyng truong dat chuén
Quédc gia, cong tac kiém dinh chat lugng gido dyc, dénh gié trudng mam non; tham
muu véan ban, xay dung ké hoach, béo cdo vé cic ndi dung; ANQP; ké hoach
phong chong tham nhiing lang phi; phong chdy chira chay; truong hoc an
toan;tiéng anh cho hoc sinh; chuyén dé gido duc ly tré lam trung tdm; bién dbi khi
héu.

- Hb so chuyén mon, kiém tra toan di¢n, chuyén dé.

- Phu trach chj dao sinh hoat chuyén mén t6 MB Bé + Nha tré.

- Phuy trach tham muu thuce hién hoat dong phong trao cac hdi thi cia cd; phu
trach cac ngay hoi, ngay I€ trong nam

- Day 4h/tuan 16p MG bé

- Thye hién hé théng béo cdo thang, hé thong béo céo khac, cac loai béo céo
theo linh vuc chuyén moén phu trach.

- Tham muu trién khai thuc hién vin ban cac cép, luu cac minh ching theo
nhiém vu phan céng phu trach.

- Tham muu xdy dung céc loai ké hoach, quyét dinh, quy ché va cac ndi dung
khac thudc chuyén mon linh vuc phu trach.

- Chiu trach nhiém va thuc hién nhiém vu khéc do hiéu trudng phéan cong, uy
quyeén.

- Truc truong sang thir 2,4, trua thir 4,5/ tudn; chiéu thir 3,6 /tuan.

I1. Céc t6 truomg, to phé

1. Ba: Ca Thi Hwong - T truong t6 MG Lén — Nha

- Phu trach chuyén mén chung t6 MG MG Lén — Nh&

- Phu trach cac hoat dong cia khéi MG Lén
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- Phy trach (,ac khu vire: Nha hcp nh“l v¢ sinh, dong sudi, nha choi ( trudce
phong PHT), khu cong, h(mg vil I]L'()(\I u)ngp, khu dé xe phl,l huynh phia ngoai bor
muong, nha v¢é sinh khdi mau gido, moi trudmg trong va ngoai 16p hoc thude o
khoi, ¥ sdn trudmg cua khdi, khu vyre phia sau diy 16p hoe MGN, MGL.

- Nhu,m v thyre hign: Chi dao thyre hién trang tri, tu sira, bo sung, tham muu
lhl(.l ké y turdng cac mang hoat dong cho khu vye giao phy trach, cong tac v¢ sinh,
trong bd sung thudng xuyén va chiim soc hé lhon;;, chau hoa, ciy canh thude khu
vire phan cong phu trach.

- Chiu trdch nhiém va thyre hién nhiém vy khac do hi¢u trudng phén cong.
2. Ba: Dinh Thi Divc - T pho MG Lén — Nha.
- Phu trach cong tac chuyén mon cua khéi Nh.

- Phu tréich gidm sét, don dc thye hién vu do t6 trudng phén cong cho nhdm minh phy
trach.

- Chiu trach nhiém vé nhiém vu dugc phan cong , nhan va thyc hién nhiém vy khi hiéu
truong phan cong.

3. Ba: Dinh Thi Hong Phuwong — Té trudng chuyén mén MG Bé + Nha tré.

- Kiém tra giam sat cong téc ban tru.

- Phu trach chuyén mén té MG Bé + Nha tré.

- Phu trach cac hoat dong ciia khdi MG Bé

- Phu trach céc khu vuc: San khéu, garaxe, vuon cdy ctia bé, khu vuc nha
kho, khu nha vé sinh khdi nha tré, khu cong, trong va ngoai cong, khu trai nhiém,
moi trudng trong va ngoai 16p hoc cua t6 khoi, % san trudng cla khdi, phia sau ddy
16p hoc MG bé, nha tré.

- Nhiém vu thuc hién: Chi dao thyuc hién trang tri, tu sura, bd sung, tham muu
thlet ké y tuong c4c mang hoat dong cho khu vuc giao phu trach, cong tac v€ sinh,
trong bd sung thuong xuyén va cham séc hé théng chau hoa, cdy canh thudc khu
vuc phin cong phu trach.

- Chiu trach nhiém va thuc hién nhiém vu khéc do hiéu trudng phan cong.
4. Ba: Tong Thi Huong - T6 phé MG Bé + Nha tré.
- Phu trach cac hoat dong clia khdi Nha tré.

- Phu trach giam sat, don dbc thue hién vu do td trudng phéan cong cho nhom
minh phu trach.

- Chiu trdch nhiém vé nhiém vu dugc phan cong , nhan va thyc hién nhiém vu khi hiéu
trrong phén cong.

5. Ba: Lo Thi Mai - Van thu luu tri - Thu quy - Té trudng td hanh chinh —
Phu trach cong viéc va cac hoat dong thudce t6 hanh chinh.

- Thuc hién céng tac thi quy thu, chi theo dng nguyén tdc tai chinh.
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- Cong tac v¢ sinh cac phong ban cia ban gidam hi¢u, tiép tan cac ngay hoi, ngay 18,
t1ep tan c4c doan vé cong tac tai truong.

1A A w .
- Theo ddi cip nhét vao sb cong vin dén, cong vin di.

- Giao dich céc doan the co quan, xin xdc nhan, déng dau va ndp béo cdo theo
quy dinh va dija chi thuc té tai cac don vi theo cong van.

- Nhiém vu thyuc hién: Chi dao thuc hién trang tri, tu sira, b sung, tham muu
tlnet ké ¥ tudng cac mang hoat dong cho khu vuc giao phu trach, cong tac vé sinh,
trong bd sung thuong xuyén va cham séc hé thdng chu hoa, ciy canh thudc khu
vuc phéan cong phu trach, vudn cb tich.

- Chiu tréch nhiém va thuc hién nhiém vu khac do hiéu truéng phan cong va diéu
hanh cuia Hiéu trudng.
I11. Gido vién: Téng s6 19 d/c

- Pam bao sb lugng hoc sinh; dam bao cong tac chim séc, gido duc tré theo
chuong trinh da quy dinh, tham gia céc hdi thi, cac hoat dong phong trao.

- Phan céng cu thé nhu sau:

: TS S6
S ™ XL N hié )
Ho tén gido vién Tén 16p Nvljm chuyén | h/s
TT CM ! mon | giao
1 | Bé Thi Trong LDTT | GCH GVCN
- MGL A 29
2 | D3 Thi Diu LDTT | GCH GV
3 | Ca Thi Huong CSTP | GCT GVCN| Tb
- MGLB truéng 29
4 | Quang Thi Phuong LPTT |KHA GV
5 | Vo Hai Yén LPTT | GIOI GVCN
- MGL C 29
6 | Pham Thi Ngoc LDTT | GIOI
7 | Pham Thi Thuy LPTT | GIOI GVCN
— MG Nh A 32
8 | Pinh Thi Pirc LPTT | GIOI GV | T.phé
9 | Ludng Thi Thu LDTT | GIOI GVCN
MG Nho B 31
10 GV
11 | Dinh T. Hdng Phwong | LDTT | GCH GV TH
MG bé A treong | 36
12 | Tran Thi Céc LDTT | GCH GVCN
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13 | Ca Thi Huong LDTT | GIOI GVCN

MG bé B 34
14 | Bui Thi Doan LDTT | GCH GV
15 | Ngo Thi Huong LDTT |GIOI | nr25-36 | GVCN o
16 | Tong Thi Huéng LpTT |Gio1r | ThingA | Gy | T3 phé
17 | Lo Thi Huong LDTT | GIOI | \725.36 | GVCN ”
18 | Neuydn Thi Thiy ~ |LDTT |GIO1 | 1h4ngB
19 | Hoang Thi Dung LDTT | GIOI | \725-36 | GVCN =
20 | D3 Thi Nguyét LpTT |Ge | ThangC | gy

IV. Cac vi tri khac

1. Ba: Ngé Thi Bich Ha — Ké toan kiém nghiém.
- Lam viéc tai truong 03 ngay 3,4,5 hang tuan.

- Thuc hién cng viéc chuyén mén tai chinh ké toan (Thu chi ngén séch, thu -
chi 4n cta tré va cac ngudn hd trg tir cha me tré va cac khoan thu khéc; Lap du
toan va quyeét toan thu tuc ho so, so liéu theo ding quy dinh).

- Chiu trach nhiém va thuc hién nhiém vu khac do hiéu trudng phan cong.
2. Ong: Tran Vin T ung - Bao vé
- Thuc hién cong viéc bao v¢ theo hop dong bao vé da ky
- Bao vé co s& vt chét, tai san, an ninh nha truong.
- Phu trach hé théng duong nudc, duong dién.
- Chju trach nhiém va thyuc hién nhiém vu khac do hiéu truéng phan cong.
3. Ba: Nguyén Thi Hué —Y Sy
- Phu tréch mang y té, mdi trudng Xanh — Sach — Pep, VSAT thuc pham.

+ Cong tac lao dong, vé sinh, ton tao canh quan mdi truong, hé théng cay
canh, bon hoa, cdy béng mat, vuon rau; phu trach khu truéc va sau day hi¢u bg,
khu beép an, do dung nha bép, kho, t luu mau...

+ Phu tréch va quan Iy CSVC, vé sinh, sip xép do dung, thiét bi, phong am
nhac, van phong.

- Tham gia céac hoat dong cua truong.

- Chiu trdch nhiém va thuc hién nhiém vu khéc do hiéu truéng phan cong.

V. Quy dinh chung.

- Céc c4 nhan chiu trach nhiém vé nhiém vu dugc phan cong vé ndi dung tham muu
trién khai thuc hién dam bao theo quy dinh, céc thong tin, s6 liéu, bdo cdo chinh xdc va luu
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oiit c4c tai liéu minh chimg thude linh vie phu tréch, thyce hién nhiém vu khéc do hi¢u
truong phan cong.

- Phan céng nay c6 hiéu luc ké tir ngay ky ban phén cong nay can bo, g,iz'lo
vién, cong nhan vién trong nha truong nhan va thuc hién nghiém tic, néu c6 gi
vuong mac hodc bat cap ma khong thyc hién dugc, phal bdo cdo rd ly do, y kién
tham muu cho ban giam hiéu truong biét va xin y khién giai quyét kip thoi. (%
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