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- Cdn cu'vito Thong nr s6 52/2020/TT-BGDDT ngdy 31/12/2020 ban hitnh Diiu:.li tnrctng mom non cuct Bo Gido duc vd Ddo too:

- Cdn cti'vito T'hong rtr liin rich so 06/)0tS/TTLT-BGD DT-BNV ngdy

l6/3/2015 Quy dlnh vi danh muc khunp; vi tri viAc kin va dinh mL?c so ltrong ngrdi
ldn viec trong cac co so gido duc mim non cong lop;

- Cdn c* vdo ndng lu'c c6ng tdc cua gido viAn, nhan viAn;

Truong rnAm non 8 xdy dung k6 ho?ch phAn c6ng nhi0rn vu c6n bQ, giiio vi6n"

nhAn vi6n nhu sau:

I. Nhigm vu cg th6:
l. HiQu truii'ng:
- Chiu trich nhiOnl trucrc TJBND Q5. PGD & DT Q5 vd ph6p ludt vd qudn lll

NN vri chdm s6c. gido duc trong nhi trudng:
^- Xd1 dung va to chuc thuc hiin kc hoach nirn hoc lheo su chi dao cua

P(iD&D r Q5:
- Hop giao ban thtr hai hdng tuan

- Chi dqo chung c6c hoat tl6ng trong nhd truirng.
- Tnrc ti6p didu hdnh cric linh vuc: Giiio dpc chinh tril t6 chtic c6n bQ; quAn ly

,lva s* dung c6c nguon tai chinh. tai srin nhd truongl c6ng tiic thi dua khen thudng, ky
luat; ch6 d0 chinh srich d6i vdi ciin b6, gido vi0n, hoc sinh:

- C6ng tric xi h6i h6a girio duc, ph6t huy vai tro cua nhd truong cloi voi c6ng

d6ng.

- Gi6m s6t vi6c thuc hien cic nhidrn vu cua pho hi6u trudng dd duoc phdn c6ng.
- Truc ldnh dao ngdy thu hai hang tuin
2. Ph6 hiQu trrii'ng: Mai Ngoc VAn Anh
- Thpc hiQn c6c nhidrn vu do hi0u trudng phdn c6ng.
- Hop giao han thu hai hdng tuin
- Chiu tr6ch nhi6m truoc hi6u truong vd phrip luAr vd cdc linh vuc cdng

tiic duoc phAn c6ng; b6o crio hi0u trudng trudc vir sau khi thuc hi6n nhi6m vu.

- Truc l5nh dao c6c ngdy thri ba, ndm hdng tuAn.

- Chiu trdch nhiern khoi girio vi€n.
- Xdy dyng kt! ho4ch hoat d6ng chuy6n rn6n

- DiAu hdnh v?r quan Iy chrit luong charn soc giiio duc tr6; rn6i trudng giiio duc

trong ldp vd sAn choi;



- Di6u hdnh c6ng tiic thi clua hdng thang. hoc klir. ndrn; cong tdc to chuc c6c

ngdy 16. hoi cua nh2r truong: hoat dong nAng khieu:

- Phu trAch cong tde khuydn hocl

- Ph6i hqp voi cOng rlodn huong ung c6c phong triro do Li0n do?rn lao d6ng t6

chric.

- QuAn lj hd so chuyen rnon cua gido vien; aO dirng, trang thi6t bi dpy hQc.

c6ng ngh€ th6ng tin.
- Td chrirc thuc hien cdc chuyOn d6 theo k6 hoach.

. . l. .
- Cong tdc boi dudng gi5o vi6n, ki6m tra tay nghe, ki6m tra chuy6n d6, t6 chuc

thi gi6o vi6n gi6i.

- Phu trach c6ng tiic ph6 cQp gi6o duc mA,, non; cdp nhAt c6ng tiic ki6m dinh
,:, .:

chat luong nanB naln.

- Phu tr5ch trang web vd trang l-anpage cua nhir truirng

- Sinh hoal chuyen rnon dinh ki I lhiing/lan

- Gdi brio ciio c6ng t6c thang cho Hi€u trudng dinh k! viro ngriy 20 moi thring.

3. Ph6 hiQu trriing: Duong Thi Thuy Dung

- Thr,rc hiQn ciic nhiOm vu do hiQu trudng phdn c6ng.

- IIqp giao ban thu hai hirng tudn

- Chiu trdch nhidrn truoc hiQu trudng vd phdp luat vC c6c tinh vgc c6ng

t6c dugc phAn c6ng; bdo c6o hi6u trudng truoc vir sau khi thuc hign nhiqm vu.

- Truc ldnh dao ede ngiry thtr tu. sdu hirng tuAn.

- Chiu trach nhiqm kh6i nhin viOn

- Xdy dgng k6 ho4ch hoat dong brin trir

- Didu hdnh c6ng tiic thi dua hdng thiing, hoc kj', ndm (t6 van phdng); cdng tric
: , , ,: , ^.to chuc cdc ngdy 10. hoi cua nh?r truong:

- I'h6i trqp voi c6ng do2tn huong ung cric phong trAo do Li€n dodn lao dQng to

chuc.

- Phu trdch c6ng t6c ph6p chil; co sd vAt ch6t; xdy dung cinh quan m6i truong;

an ninh trAt tq; c6ng tric PCCC; an todn v6 sinh thuc phAm, phong ch6ng dich bQnh, tai

nan thuong tich trong truong hoc tai don vi.

- Tryc ti6p didu hdnh cric linh vuc: c6ng tdc chdrn soc. nu6i duOng. s6 sach b6n

trt, y t6 hoc duong. chfr thpp do, bdp dn tflp th6, rnoi trutrng vd sinh trong ldp vd sAn
.i

choi. xung quanh tong quan truong:
- Quin l;i hd so b6n trt; s6 3 bu6c; xdy dqng thuc ilon khdu phAn 6n crha tr6-c6;

dO dhng biin trri cia cric bQ ph4n, tdi sAn bdn tni cdc phdng.

- T6 chuc thgc hiQn cac chul en de theo ki hoach.
, . l. .- Cong tdc bdi dudng gi6o viOn, ki0m tra tay ngh€, ki6m tra chuydn d€, t6 chuc

thi gi6o vi6n gi6i.

- Sinh hoat chuy6n rn6n dinh ki 1 thring/lAn

- Gdi bdo ciio c6ng tac th6ng cho HiQu trucrng clinh k! vdo ngdy 20 m5i th6ng.



4. T6 truring chuy6n m6n:
- Xdy dgng ke hoach hoat dong chung cua to thco tu6n. thdng. ndrn hoc nhdrn

thr,rc hiQn chuong trinh. k6 hoach nu6i du0ng. chfun soc. girio duc tre vd cric hoat d6ng
girio duc khricl

- Thgc hiQn b6i duOng chuy6n rn6n, nghiQp vu, ki6m tra, d6nh giri ch6t luong.
hiQu quA c6ng tric nu6i duong. chdm soc, girio duc trd vd quin ly sri dpng tai liQu, do

dnng, d6 choi. thi6t bi girio duc cta ciic thdnh vi6n trong t6 theo k6 hoach cfra nhd

truong;
- Tham gia ddnh giri, x6p lo4i girio vi0n theo Chudn nghd nghiQp gido vien mAm

non;

- Dd xu6,t khen thudng. ki luat giao vi6n.
- Td chric sinh hoat dlnh kj, it nh6t hai tuAn rn6t ldn.

5. Gi6o vi0n:
- Liun nhi6m vu truc tiep nudi dudng. chirn soc. giiio duc trd em.

- BAo v6 an todn suc kho6, tinh mang cua tr6 em trong thdi gian trd d truong.
- Thgc hiQn cdng tric nu6i dudng. chdr-n soc. girio duc tre em theo chuong trinh

girio duc mAm non: tdp k6 ho4ch chdm s6c. girio duc; Xdy dgng m6i trudng giiio duc;

t6 chuc cdc ho4t dQng nu6i du0ng, chdm s6c, girio duc tr6 em; Quin l17 vd drinh giri tr6;
Chiu tr6ch nhiQm v€ chAt lugng nu6i dudng, chdm s6c. gi6o dqc tr6 em; Tham gia c6c

ho4t dQng cta t6 chuydn m6n, hoat tl6ng phong tr2ro thi dua cua nha truong.
- Trau d6i dao cluc. giir gin phArr chdt. danh du. uy tin cua nhir giiio; Guong

rn6u. thu<rng yeu trd ern, cldi xu c6ng bdng va t6n trong nhAn ciich c[ra trd em; Bio v€

c6c quy6n vd lgi ich chinh ddng cia tr€ em; dodn k6t, girip dd d6ng nghiQp.

- Tuy€n truy6n ph6 bii5n kii5n thric khoa hoc nudi day trd em cho cha me tr6.
Chri dQng ph6i trqp vdi gia dinh tr6 d€ thuc hi€n rnqc ti€u girio dqc 116 em.

- AOi auOng chuyin rnon nghiep vu di ndng cao chdl luong nuoi dudng. chdrn

soc. gi6o dqc trd em.

- Thuc hi6n c6c nghia vu c6ng din, c6c quy dinh cua phrip ludt vd cria ngirnh,
ciic quy dinh crla nhd trudng. quy6t dinh cua Hi6u trudng.

- Thuc hi6n sinh hoat dinh kj, it nhAt hai tuAn rn6t lAn.

6. Nhdn vi6n y t6 ki6m thri quf:
Thpc hiQn hd so, s6 s6ch y t6 hoc dudng theo rli€u hdnh cria pho hiQu trudng vir

chi dao cia TTYI'DP
- Nhdn thu6c tu phu huynh vd cho tr6 udng thu6c cu trua khi phu huynh c6 nhu

I
cau

- Thuc hiOn s6 budc I
- Ph6i hqp vdi tram y t6 t6 chfc cdn, do, khrirn sric kh6e trd vd CB-GV-NV

dfng dinh k].
- So cr?u cho tr6 khi trd gdp tai nan o truong.
- Phu tr6ch tuy6n truydn phdng ch6ng dich bQnh.



- Cung BGH ki6rn tra viOc v6 sinh hdng ngdy va khu khuAn hdng tu6n cua c6c

l6p, bQ phQn.

- Thgc hiQn thu chi ching theo quy dinh. C{p nh{t dAy drl, chinh x6c, kip thoi

Thu - Chi . t6t ci cdc hoa don GTGT bin g6c phAi dugc chuy6n cho bQ phQn k6 torin

truoc ngiry l0 cua thring ke ti6p.

- Qu! tiOn mqt phAi cdp nh4t vd tinh s6 tidn t6n qu! hdng ngdy. Thgc hiQn dring

quy dinh uA tr6ch nhiQrn quin l1i quj tidn mat. di ngan hdng giri ti6n, rft ti€n.

- CuOi rn6i thring thir qu! phni l4p bi€n bAn ki6m kC s6 ti6n tdn qu! c6 x6c nhdn

cia k6 torin trudng vd HiCu truong.
- Thqc hiQn c6c nhi€m vu ddt xudt khric khi BGH phAn c6ng.

- Gdi brio c6o c6ng tiic thdng cho Hi€u trudng dinh k! vdo ngdy 20 m6i thang.

7. Nhin viOn k6 torln
- ThUc hiQn quy ch6 chuydn mon nghd nghiQp vd ch6p hdnh nQi quy cira nhir

trudng.

- Trau ddi dao tlfc, giir gin phAm ch6t, danh du, uy tin cira b6n thAn v2r nhd

truong: doirn k0t. tucrng tro giup dd dong nghiqtp.

- Xdy dyng kti ho4ch thu chi ngdn siich, quan li tdi chinh dring theo quy dlnh

- H4ch to6n vd theo d6i cdc nghiQp vu li€n quan d6n tdi s6n cO ainn.

- 86o c6o thu chi ngdn s6ch theo quli, 06 th6ng, ndm voi hQi d6ng rruong

- 86ro c6o thu chi h?rng thring vdi hi6u truong viro ngdy 05 cira th6ng k6 ti6p.

- Thanh quy6t toen chti d9 cho crin bQ, girio viOn, nhAn vi6n vir hgc sinh kip thni,

dring ch6 dQ.

- CuOi tY thgc hiQn ktlt chuy6n cdc nghiQp vu, l€n s6 srich vd b6o crio tdi chinh

dring thoi gian quy dinh.

- Quan Iy hir so tai chinh. ho so vien chuc.

- Cap nhit phin mdm lmas k6 lodn theo quy dinh

- Ti6p phAm chg chAu vir cho c6

- Thuc hiqn brio c6o ttruti. ttlt s6 bao hiiim

- Thqc hiQn c6c nhi6m vu d6t xudt khdc khi BGH phAn cdng.

8. Nhin vi0n cip du0ng
- Thuc hiQn dring nQi quy, quy chti btip an.

- XAy dpng thgc tlon, khAu phAn 6n cho tr6 vd gv-nv

- N6u dn cho tre vir gv-nv theo lich phAn c6ng.

ciic hoat dQng b6p An

- Tudn thir c6c quy dinh btip mQt chi6u, vd vQ sinh an toirn thqc phAm trong ch6

bi6n 5n udng, tl6m bio kh6ng dti xAy ra ngQ dQc thgc phAm.

- PhAn chia thuc dn cho cric lop dring s6 lugng.

- Khdng bot xdn khAu phAn 6n cria tr6, khdng l?rm viQc ri6ng khi dang td chric

- Thuc hiQn dfng nQi quy, quy chd b€p [n.
- Thuc hiQn sinh ho4t dinh k! it nh6t hai tuAn mQt lAn.

4



9. Nhin vi6n bio vQ:

- Truc. bio v0 co sd va-t ch6Lt, trang thi6t bi d6 dnng, dd choi t4i dii3m trudng
duoc phdn cdng24124 giit.

- Tr6ng vd chdm s6c c6y xanh t4i di0m trudng dugc ph6n c6ng.

- Sta chta nh6 trong trudng
- V€ sinh khu6n viOn sdn tru6c.
- H6 trq bilp chuyi3n xe thric dn dtin lop m5i buOi sring

- Thyc hiQn ciic nhi6m vu kh6c khi BGH phdn c6ng d6t xu6t.

10. Nhin vi6n phgc vg:
* Nhin vi6n giit khin:
- Ciqt khAn s6ng- trua. giao khdn d€n cric lop

I .- , ;.- Hang tuan grat ao gor

- Hdng thdng gidt bao nOm

- T6ng vQ sinh hdng ngdy, khri khuAn hdng tuin, hdng thiing theo k6 hoach
- Chuytin xe thrirc 5n (s6ng, trua) vdo thang m6y vd di6u khi6n thang mriy xu6ng

cric lop, ptrOi trop voi nhAn vi6n phuc vu cl6 chuy6n thric an den ciic lop.
- Ki6m nhi6m: c6ng tric b6o v0. truc truong viro ban dOrn.

- Thuc hi6n ciic nhiCrn vu khiic khi BGI.I phdn c6ng dQr xurit
* Nhin vi6n vQ sinh:
- VQ sinh cric phong ch[rc ndng

- Dai sAnh tAng trQt, cAu thang c4nh phdng tdi vu (b0n phdi)
- VQ sinh cau thang canh nhd tr6, sinh truoc phdng dm nhac. hdnh lang lAu 3

- VQ sinh khu vuc sdn choi vao gita gio. ddu gicr chi6u.
- VQ sinh lan can ciic diy hdnh lang lop
- Ph6i hqp chuydn xe com d€n lop @u6i trua)
- Truc c6ng khi b6o v€ cli c6ng tdc.

ll. NhAn viOn phg trich v5n thu:
- l-huc hien cong tdc bdo cdo thong ke. ljrnis. Prnis

- Qudn ly con d6u

- Theo d6i c6ng vdn di. d€n. brio ciio Hi6u truong.
- QuAn ly hd so hoc sinh

- C{p nh4t vir in c6c vdn bdn phAn mdtrr golkid.
- H5 trg HiQu pho cAp nhdt tidn chg ch6u, ddt hdng. c6ng khai tr6n bring c6ng

khai tdi chinh.

- Thqc hiQn vdn bAn theo yOu cAu cua IJi0u trudng.



II. BANG PHAN CONG:

S

T
T

HQ VA TEN
CHIJC
DANH

NHIEM VU
CONG TAC

KIEM NHIEM

0l Vfr Thi Mai Xinh }'IT Phu tr6ch chung

Bi thu chi b0 -

HQi truong hQi

khuy6n hgc

02 Mai Nggc Vdn Anh PH'T
Phu trrich chlm s6c

girio duc

03 Duong Thi Thuy Dung PHT
Phq Tr6ch chim s6c

nudi duong

Ph6 bi thu chi

b0

04 Nguy6n Nggc Qui GV
L6p 19 thdng d0n 24

thang

05 Cir Thi M6ng Tho
Lop 19 thang den 24

th6ng

06 Phan Minh Min GV
Lop 25 th6ng d€n 36

thring

07 Nguy6n Thi Xudn Trang GV
L6p 25 thring d6n 36

thdng

08 Nguy6n Thl Tuy6t Nhung GV ' L6p MAm I
Chri tlch c6ng

doirn

09 Nguy6n Thi Mo GV Lop Mdrn I

l0 Nguy6n Hodng Oanh GV Lop MAm 2

TTCM NT.M-
CD

Tru<rng ban

TTNI)

il Pham Thi Mi Ngqc GV Lcrp MArn 2

t2 Nguy6n Thi Nggc Gidu CV Ldp ch6i I

l3 V6'fhi Thu Huong GV Lcp Chdi I

t4 TrAn Thi Thu VAn GV Lcrp Chdi 2

l5 Ph4m Thl Huong Trang GV Lop ChOi 2

l6 Nguy6n Thi I'hu Phuong
GV

Lop La 1

TTCM Ch6i

LA



17 Nguy6n Ngqc Hidn GV LWLaI

l8 Nguy6n Thi Thu Mai GV LopLA2

t9 H6 Th! Phuong Li€n GV LopLAz

20 Phprn Thi Cirn Hing YTE
Ki€m nhiQm thri

quy

2t TAng Thi Ngoc H4nh K6 toan
T6 tru0ng v[n

phong

22 Nguy6n Thl Ki6n Chdu

NV phu

tr6ch

vdn thu

23 Nguy6n Thi Ngqc Vdn NVPV

24 Ngd GQch Heng NVPV

25 Nguy6n Thi Nggc Danh CD

26 Trdn LO Tu6n Anh CD
o

27 Nguy6n Dric Thudn Bio v0

28 Phan VIn Trong Bdo vQ

29 Trdn Nggc Long NVPV Giat khan 86o v€ truc d6m

ngdy l8 thring 8 nim 2023


