GYQANNHANDANHUYENCITJC}H CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG GIAODUCVABPAOTAO Boc 1ap - Ty do - Hanh phic

S6: 79 /QP-GDPT Cti Chi, ngay 19thdng 2 ném 2021

QUYET PINH
Veé viéc phén cdng nhiém vu cong chire
Phong Gido dyc va Pao tao huyén

TRUONG PHONG GIAO DUC VA PAO TAO HUYEN CU CHI
Cdn cik Ludt Cdn bg, céng chire ngay 13 thang 11 nam 2008;
Can cir Nghi dinh s6 24/2010/ND-CP ngay 15 thing 03 ndm 2010 cia
Chinh phit Quy dinh vé tuyén dung, sir dung va qudn Iy cong chire;

. Can ar Quyér dinh s6 9313/0D-UBND ngay 18 thing 6 ndm 2008 cia
Uy ban nhadn dan huyén Ci Chi vé viée thanh Igp Phong Gido duc va Pao tao
huyén Cu Chi;

 Can cit Quyét dinh s6 02/2018/QP-UBND, ngay 31 thang 01 néim 2018
cua Uy ban nhdn dan huyén Cii Chi vé viéc ban hanh Quy ché t6 chirc va hoat
dong ciia Phong Gido duc va Dao tao huyén Ci Chi;

Xét @ nghj ciia T8 trudng Ven phong,
QUYET DINH:

] Piéu 1. Nay ban hanh kém theo Quyét dinh nay bang phan céng nhiém
vu d6i vdi cong chirc Phong Gido duc va Pao tao huyén.

Piéu 2. Ngodi céc nhiém vu quy dinh tal bang phén cong cong chirc
Phong Gido duc va Pao tao huyén phai thuc hién céc nhiém vu khic do
Truéng phong phan cong. Quyét dinh nay thay thé Quyét dinh sb 67/QP-
GDBT ngay 22 thing 06 nam 2020 va ¢6 hidu luc thi hanh ké tir ngay ky.

Diéu 3. Céc 6ng (ba) cé tén theo bang phén céng chiu trach nhiém thi
hanh Quyét dinh néy./.f’lé

Nei nhin: ‘
- Nhu dieu 3 (dé thuc hién);
- Luu VT,LTKNguyen.02.







UBND HUYEN CU CHI
PHONG GIAO DUC VA PAQ TAO

2

CONG HOA XA HQI CHU NGHIA VIET NAM
DBoc lip — T do—Hanh phic

PHAN CONG NHIEM VU CONG CHUC
PHONG GIAO DUYC VA PAO TAO HUYEN

(Ban hanh kém theo Quyét dinh sé 39/0P-GDPT, ngay 19 thing 02 ném
2021 cia Phong Gido duc va Pdo tao huyén)

[ Stt

Ho tén- Chirc vu

Nhi€ém vu |

01

Trin Thi Mén

- Théng ké - Ké hoach nganh; co sé dit lidu
nganh; trang trye tuyén C1, C2; cong tac
tuyén sinh 10;

- Tiép nhan, tham muu Héi ddng trudong;

- Bdo céo dinh ky hang thang cho S& Gido
duc va Pao tao; bo cio dinh ky thang, quy, 6
thang, 9 thang va ndm cho UBND huyén;

- Bdo cdo Danh hiéu vin héa ciia co quan;

- Phéi hop thye hién thur vién tryuc tuyén;

- Phy trach céng tic huc'mg dan, tra ctu, quan
ly théng tin va béo céo y té Nganh;

- Chuyén trudng truc tuyén cho hoc sinh cip THCS;
- Thu ky cudc hop chi bd, hop co quan.

02

Tran Thj Minh T4m

- Quan ly, cdp nhat cic hoat ddng, tin tirc
trong tuén trén trang thong tin (trang web) cuia
nganh; quan ly vin ban (mang 112) ctia
UBND huyén;

- Coéng t4c Vin thu Chi bo;

- HO trg cong tdc Cong doan co quan;

- Phy tréch v& mit k¥ thust phong hop truc tuyén;

- Tf“)ng hop bio céo Dén toc thiéu sb cta nganh;
cong tac hoc sinh khuyét tat hoa nhép cap THCS;
- Cép nhat dir liéu chuong trinh Quén 1y nhan
sy nganh (eMIS); Quan Iy phin mém nhan su
cua SO Noi vu;

- Kiem tra thé thirc van ban cia céc bd phan
trude khi trinh lanh dao ky.

03

Tu Thi Sy

- Phy trich céng téc Ké toan - tai chinh;
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_Khai bao Bao hiém x4 hoi qua phan mém;
-H3 tro cong tac thanh kiém tra cua nganh c6
lién quan dén tai chinh;

- Tham muru céc vin ban lién quan dén thi tuc
tai chinh;

- Phu trach cbng tic ché d¢ chinh séch toan
nganh va Phong GDDT.

04

Lé Hung Diing

-Phy trach cong tac Tro Iy thanh nién (Poan,
d6i, ché dd chinh sdch); cong tac Tu van tam
ly, GD K¥ nang song; cong tac phap ché , phd
bién phép luét, phong chéng tham nhing;

- Chinh tri tu twéng Nganh (bao vé mdi
trudng, van héa img xtr, dao dirc nha gido...);

- Chit thap d6; PCCC co quan;

- Cong tdc An ninh - an toan truong hoc (an
toan giao théng, PCCC, phong chbng ma tay,
thube 14, HIV-AIDS va céc té nan xa héi...);

- HS trg cac x4, thi trin kiém tra co s& vt
chét, diéu kién cap phép co s¢ gido duc ngoai
cong lap.

05

Nguyén Thanh Tuén

- Céng tac Thu vién — Thiét bi, DDDH;

- Phu trich co s& vat chat, tai sin nganh, xdy
dung truong hoc; chuong trinh xay dyng nong
thon mai;

- Phéi hop thuc hién thu vién truc tuyén;

- Phy trach mén Tin hoc; Cac cuoc thi khoa hoc
sang tao; Hoat dong NGLL cap THCS;

- Thu ky céng tac Thanh kiém tra ctia Nganh.

06

Nguyén Vin Dén

- Phy tréch céng tac Thanh kiém tra cua
nganh; kiém tra, gidm sat cong tdc day thém —
hoc thém;

- Tiép cong dan - xt ly don;

- Phy trach cbng tac chuyén mon cap THCS
moén Toan;

- Phu trach cong tac Cong doan.
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Phan Nghia Binh Nam

- Phy tréch cong tac phé cap;
- Phu trich Ban chi huy quén sy co quan;
- Cong tac gido duc thé chét, thé thao hoc duong;

- Phy trich cong téc chuyén mén cip THCS
mon Thé duc;

- In 4n vin b?mg Tét nghiép THCS;
- Théng ké, téng hop bao cdo clp THCS.

08

Tréin Thj Didm

- Phu trach cong tac chuyén mén cap THCS céc
moén: Vin, Nang Khiéu (Am nhac, My thuat);

- Phy trach cong tac hoat dong cua TS chirc
SCI doi véi 18 trudng TH & THCS;

- Duyét ndi dung van ban cia céc bd phéan
trude khi trinh 13nh dao ky;

- Cong tac Tuyén gido; Cac van d& vé du luén
x4 hoi;

- H("“é trg cong tac Kiém dinh chat luong &
Chuan Qudc gia cap THCS;

- Thu ky cuge hop giao ban Hidu trudng;

- Thu quy.

09

Nguyén B4 Linh

- Phu trach mén Tiéng Anh cac ge“ip hoc,
Chuong trinh 16p tich hop cac cap hoc;

- Tong hop thi dua THCS;
- Phu trdch cong tac Y té Nganh;

- Cong tac Huéng nghiép day Nghé. Cong
ngh¢ (K8,9).

10

Mai Hiép

- T6 truémg chuyén mén; chiu trach nhiém
chinh béc hoc tiéu hoc;

- Téng hop thi dua bac hoc tidu hoc;

- Phuy trach bac Tiéu hoc cac mon: Tu nhién
xa hgi, Khoa hoc, Str- Dia, Thé duc; Toan;

- Céng tac Dén van clia co quan va Chi bg;

- Cong téc gido duc quyén tré em, xdy dung
moi truong than thién Nganh;

- Chédm diém phong, ban k& chuyén chio ci
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dau tuan va bao cao diém danh.

11

Nguyén Vian Loc

- Phu tréch bac tiéu hoc céc mén: Tiéng Viét,
Dao dirc, Am nhac, M§ Thuat, Tha cong;

- Cong tac Chuan Quéc giava Kiém dinh chat
lugng gido duc va cua cap TH;

- Phuy trich odng téc thong ké ddi vai i cap tiéu hoc;

- Phéi hop cong tic chm diém don vi Vin héa;

- Cong tac ban tra, tu vén hoc dudng, khuyet
tat bAc TH; cham soc, bao vé tré em cép tiéu hoc;

- Phy trach phé cép boi hoc sinh cép TH, cong
tac Sira hoc dudng.

12

Nguyén Thi Phuong Trang

- Phu trach cong tac chuyén mén cdp Mam
non; cong tac cham sdc gido duyc;

- Cong tac x4 hoi hda gido duc,cac vién tro,
tai trg; cong tac bao vé tré em;

- Phuy trach cdng tac: trudng chuan quoc gia
va Kiém dinh chat lugng gido duc bac MN;

- Phu trach cong tac khuyét tat hoa nhép bic
mam non;

- Ho trg céac x4, thi trAn kiém tra co s& vat
chat, diéu kién clp phép co s& gido duc ngoai
cong lap. (Ho trg Co Diém)

13

Ping Thi Phuong Thao

- Phu trach cong téc chuyén mén cdp Mam non,
cdng tac chim séc nudi dudng; Cong tac ban tru;
- Phu trach cdong tac Sita hoc duong;

- Céng téc binh dang gidi; Cong tac phu nf;

- Thuong truc Hoi df‘)ng thi dua, tong hop thi
dua toan nganh;

- Phu trach Vin nghé, 4m nhac dén tdc.

14

Hbng Minh Luat

- Phy tréch chung cdng téc x6a mi chit - Phd cp
Gio duc, Pho c4p boi THCS va ciia Nganh;

- Phéi hop, gidm sét cong tac khuyén hoe Hoi

Cuu gido chure;

- Phu trach céng tac Hoat dong Trung tdm hoc
tap cong ddng, X4 hoi hoc tip va Hoi khuyén
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hoc (13p ké hoach, bdo cdo tong két nim va
cac van ban c6 lién quan).

15

- Cong tac Van phong;
Lé Khanh Trinh - Cong téc Vin thu (Hé théng quén ly van ban
va hd so cong vi¢c qua mang UBND huyén )

16

- T6 truéng Vin phong;
- Lén lich céng téc tuan cho co quan;

- B4o cdo tuin va thu ky phuc vu hop giao
- ban lanh dao; béo cdo hop co quan, hop giao
L& Thi Kim Nguyén | pan Hisu truéng dinh ky;

- Duyét néi dung vin ban clia cic bd phén
trude khi trinh 1anh dao ky;

- Phy trach céng téc chuyén mén cip THCS
mon St - Pja - GDCD.

17

- Phuy tréch cong téc chuyén mén cdp THCS
mon Sinh — Ly — Héa, Cong nghé (k6,7);

- Phu trach phdi hop bao céo cong tac tuyén
dung gido vién, nhan vién; bio cdo Huyén uy,
UBND huyén céng tic diéu dong, luan chuyén,
b6 nhiém cén bd quan ly;

- Cong tac tiép dén;
- Thi tuc cai cach hanh chinh.

Hb Thj Phuong Chi

e Ghi chii:

1.T4t c& can bd, chuyén vién chju trdch nhiém vé néi dung cac vin ban

tham muu.

dot xuat do Lanh dao phéan congf“-iﬂ
-

Noi nhin:

- Ban Lanh dao (TP, P.TP);

- Chuyén vién P.GDDT;

- Céc truong MN, TH, THCS;
- Don vi truc thudc;

- Luu: VT.LTKNguyen.04.

2. Ngoai cong tic chinh, chuyen vién s& phu trach thém nhiing cong tac

A " 3
Tran Vian Toan







