UBND HUYEN CU CHI CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG GIAO DUC VA PAO TAO Bdc 13p - Ty do - Hanh phiic
S6: £7 /QD-GDBT Ci Chi, ngay 04 thdng 5 ndm 2022
QUYET PINH

A oA A A 2 A A ”
Vé viéc phin cong nhiém vu cdng chire
Phong Gido duc va Pao tao huyén

TRUONG PHONG GIAO DUC VA PAO TAO HUYEN CU CHI

Cdn cir Lugt Can bé, cong chuc ngay 13 thang 11 nam 2008;

Cdn cir Nghi dinh sq“' 24/2010/NP-CP ngay 15 thdng 03 nidm 2010 cia
Chinh phit Quy dinh vé tuyén dyng, stk dung va qudn Iy eéng chire;

Can cit Quyét dinh 56 9313/0D-UBND ngay 18 thang 6 ném 2008 cia Uy
ban nhdn ddn huyén Cii Chi vé viéc thanh ldgp Phong Gido duc va Pdo tao huyén
Cu Chi;

. Cancik Quyét dinh 56 02/2018/QD-UBND ngay 31 théng 01 néim 2018 cia
Uy ban nhdn déan huyén Cu Chi vé viéc ban hanh Quy ché t6 chitc va hoat dong
cua Phong Gido duc va Dao tao huyén Cu Chi;

Can cik vao tinh hinh hoat dong ciia Phong Gido duc va Pdo tao huyén;

Xét ndng luc céng tdc, phcfm chdt dao dirc ciia cong chirc Phong Gido duc
va Dao tao huyén;

Xét dé nghi cua Ban ldnh dao Phong Gido duc va Pao tao huyén.

QUYET DPINH:
 Diéu 1. Nay ban hanh kém theo Quyét dinh ndy bang phan céng nhiém vu
doi v6i cong chirc Phong Gido duc va Pao tao huyén.

Diéu 2. Ngoai cac nhiém vy quy dinh tai bang phén cong, cong chirc Phong
Gido duc va Dé.g tao huyén phai t}}L_rc .higén cac nl’liém vu khac do Truéng phong
phén céng. Quyét dinh nay thay thé Quyét dinh s6 23 0/Qb-GDDBT ngay 03 thf.'ing
12 nam 2021 cua Phong Gido duc va Pao tao huyén va c6 hiéu luc thi hanh k& tir
ngay ky.

) Diéu 3. C4c 6ng (ba) cé tén theo bang phan cdng chiju trach nhiém thi hanh
Quyeét dinh nay./.

Noi nhdn: ,
- Nhu diéu 3 (dé thuc hién);
- Lo VT, NTPhuong.OZ?{y/’ -
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UBND HUYEN CU CHI
PHONG GIAO DUC VA PAO TAO

CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc lap — Ty do— Hanh phiic

PHAN CONG NHIEM vy CONG CHUC
PHONG GIAO DUC VA PAO TAO HUYEN

(Ban hanh kém theo Quyét dinh sé 80/0D-GDPT ngay 04 thdang 5 ndm 2022 cua
Phong Gido duc va Dao tao huyén)

STT

Cong chirc

Nhiém vu

01

Ong Nguyén Thanh
Phuong

- T6 truéng T Vian phong.

- Lén lich cong tac tudn cia co quan.

- Béo c4o tudn; bo céo hop co quan; bao cdo hop giao
ban Hi¢u trudéng dinh ky; thu ky hop giao ban lanh dap;
bdo cdo thang, quy, 6 thang, 9 thang, ndm theo y€u cau
cua UBND huyén, S¢ GDDT Thanh phd.

- Tham muu Ké hoach thyc hién téng két nganh, Tudn 18

hudng tmg hoc tip sudt doi, Ky niém Ngay Nha gido Viét
Nam..

- Cong tac xa hoi hoa gido duc, cac vién trg, tai trg (nhitng
ndi dung ¢6 lién quan dén cip THCS va TH).

- Phuy trach hé théng phin mém BDTX va phin mém
ETEP bdi dudng chuong trinh gido duc phd thong 2018.

- Duyét ndi dung van ban ctia cac bd phan trude khi trinh
lanh dao ky.

02

Ong L& Khéanh Trinh

- Céng tdc Van phong: van phong phim, phong hop,
nha kho ..

- Cong tac Thu tuc hanh chinh - Cai c4ch hanh chinh:

+ Xay dung ké hoach va bao céo ting quy Tha tuc hanh
chinh - Cai céch hanh chinh;

+ Quan Iy phan mém hé théng: Tha tuc hanh chinh - Cai
cach hanh chinh cia Phong GDDT;

+ Hé théng quan ly chit lugng theo TCVN ISO
9001:2015;

+ Phu trach dich vu cong truc tuyén mirc d 3, 4.

- Phy trach bd phén Tiép nhan va tra két qua ctia Uy ban
nhan dan huyén.

- Hb tro cong tac co s& vét chét, tai san nganh; xiy
dung trudng hoc; chuong trinh xdy dyng ndéng thén
mai.




03

Ba Nguyén Thi Hong
Quyén

- Céng t4c Vin thu (H& thdng quéan 1y vin ban va hd so
cong viéc qua mang ndi by UBND huyén).

- H6 trg bd phan Tiép nhén va tra két qua cia Uy ban
nhén din huyén.

04

Ba Ho Thi Phuong Chi

- Phy trach c6ng tic chuyén mon cdp THCS méon Sinh,
Coéng nghé 6, 7, Pia ly, KHXH.

- Phu trach cong tac td chirc:

+ Tham muu thuc hién nhiém vu cdng tic td chirc (ché
do chinh séch, nhén su ctia Phong GDDT huyén; céac
don vi su nghiép gido duc cong 1ap; thanh 1ap, t6 chuc
lai don vi sy nghiép c6ng l4p);

+ Tham gia doan thdm dinh cdp gidy phép thanh lap
va hoat ddng céc co s& gido duc MN ngoai cong lap;
+ Phu trach cong tac danh gia: Déanh gia cong chirc
hang ndm; danh gia hing quy cong chirc Phong GDDT
theo Nghi quyét 03/2018/NQ-HDND;

+ Phu trach cong tac tinh gian bién ché ctia nganh;

+ Phy trach hd so b nhiém, bb nhiém lai vién chuc
quan ly cta khdi gido duc;

+ Phu trach c6ng tic dao tao bdi dudng ciia cong chirc
Phong GDPT huyén;

+ Phu trach cong t4dc tham quan hoc tdp, nghi phép cia
cong chirc, vién chic;

+ Cong tac phdi hep véi Phong Noi vu huyén: tuyén
dung; thuyén chuyén cbng chirc, vién chirc; danh gia
CBQL hang nim; d4nh gia hing quy CBQL theo Nghi
quyét 03/2018/NQ-HDPND; Thim dinh hd so thdi viéc
ctia vién chiic quén ly; thing hang CDNN vién chirc va
nang ngach coéng chirc; bd nhiém chirc danh nghé
nghiép; bao hiém x& hoi; xét duyét phu cép thdm nién
nha gido; uu déi; thing hang trudng....

+ Phéi hop bd phin Céng nghé Thong tin quan 1y phin
mém dir lidu tryc tuyén trang T chirc can bd cia S&
GDDT Thanh phé.

05

Ba Tu Thi S§

- Phu tréach c6ng tac K& toan - tai chinh.

- Khai bso Bao hiém x4 héi qua phdn mém.

- Hb trg cong tac thanh kiém tra ctia nganh c6 lién quan dén
tai chinh.

- Tham muru céc van béan lién quan dén thi tuc tai chinh.

- Phu trach cong tac ché d6 chinh sach todn nganh va Phong
GDDT huyén.




05 | Ba Trén Thi Mén - Théng ké - Ké hoaqh nganh nam, giai doan; co s¢ dit li;‘
nganh; trang tryc tuyén C1, C2; phoi hop thyc hién cong tac
tuyén sinh 10; phu trach phan mém kiém dinh chit lugng
gido duc 3 cap hoc.

- Tiép nhan, tham muu Hoi ddng trudng.

- Béo cdo dinh ky hang thang cho S& GDDT Thanh phé.

- Béo cd0 Danh hiéu viin ho4 ctia co quan.

- Phéi hop thyc hién thu vién truc tuyén.

- Phy trach céng nghé théng tin nganh.

- Phu trich phan mém quan Iy bdo cdo tryc tuyén y té Nganh.
- Chuyén truong trye tuyén cho hoc sinh cip THCS.

- Thu ky cude hop chi bo.

- Phéi hop béo céo tong hop céc ky thi ctia hoc sinh gép
THCS va khao sat hoc sinh truc tuyén; hd trg déanh gia dong
nghi€p truc tuyen.

- Phu tréch h¢ théng phin mém TEMIS v& dénh gi4 chun
nghe nghiép GV, CBQL.

07 | Ba Trén Thj Minh Tam | - Phy trach phan mém quén Iy nhén sy nganh (ePMIS), phén

mem cia S& Néi vu.

- Phy trach trang y kién chi dao théng qua Hé théng viin ban
va Ho so cbng viéc qua mang ndi bo ctia UBND huyén.

- Phy tréich trang Cong Thong tin dién tir ciia nganh,

- Phu trdch ndi dung béo cdo Cong téc dan téc thidu sé (mién
giam hoc phi doi v6i HS thudce dén toc Cham va Khmer) va
cOng tac ton gido cia nganh.

- Phu tréch viéc ning Ivong nién han, vuot khung dinh ky
cta Phong GDPT.

- Phy trach cong tac vin thu Chi bd.

- HO trg cong tac Cong doan co quan.

- Phu trach k§ thuat phong hop truc tuyén.

- Quén Iy phan mém di ligu tryre tuyén trang T4 chitc can bo
ctia S¢ GDDT Thanh phé.

- Kiém tra thé thic céc van ban clia cée bd phan trude khi

trinh l&nh dao ky.
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08

Ong L& Huing Diing

- Phy trch cong tac Trg 1f thanh nién (Poan, Doi, ché do
chinh s4ch); cong tac Tu van hoc dudng.

- Chinh tri tw twong nganh: Cong tac giao duc chinh tri tr
téng, vin héa; cOng téc tuyén truyén, pho bicn va gido duc
phép ludt; cong téc gido duc dao diic, 16i song, k§ ning song;
cOng tac an ninh trat tir, an toan truedng hoc.

- Cong tac Phép ché; Chir thap dé; PCCC co quan.

- Tham gia Poan thim dinh cAp gidy phép thanh 14p va hoat
dong céc co s& gido duc MN ngoai cong lap;

09

Ong Mai Hiép

-Té trudng tb chuyén mén; chiu trach nhiém chinh cip hoc TH.
- Téng hop thi dua cé'ip hoc tiéu hoc.

- Phu trach c6ng tic chuyén mon cAp TH c4c mén: Ty nhién
x4 hdi, Khoa hoc, St- Pia, The duc, Toan.

- Phu tréch Quy ché dén chii va cong tac Dan vén ciia Chi b.
- Cong tac giao dyc quyén tré em, xay dung mdi truong
than thién nganh.

- Chém diém phong, ban ké chuyén chao cd déu tudn va
bao céo diém danh.

10

Ong Nguyén Vin Lc

- Phy tréch cong tac chuyén mén cap TH céc mén: Tiéng
Viét, Pao ditc, Am nhac va Am nhac dén toc, My Thuét,
Thu cong.

- Céng tac Kidm dinh chét lugng - Chuén Qudc gia chp TH.
- Phu trach cdng tac théng ké cép tiéu hoc.

- Phéi hop cong téc chdm diém don vi Vin hoa.

- Céng tac ban tra, tu Va‘m, hoc dudng, khuye"‘t tat cép TH;
chim s6c, bao vé tré em cap ticu hoc.

- Phu tréch phd cép boi hoc sinh cip TH, cong tic Stta hoc
duong.

11

Ba Nguyén Thi Phuong
Trang

- Phu trach cong tac chuyén mén cp MN; cong tac cham
s6c¢ gido duc.

- Béo cdo tudn, béo co thang, thong ké s lidu cAp MN.

- Cong thc binh déng gi6i, DS- KHHGD; Cong tac phu ni.
- Cong tac Kiém dinh chét lrong - Chuén Quéc gia cip MN.
- Phu trach cbng téc khuyét tt hoa nhap cép MN.

- Tham gia Doan thdm dinh cip gidy phép thanh lap va
hoat dng céc co s¢ gido duc MN ngoai cong lép; cO ¥
kién @& nghj giai thé khi co s khong dam bao hoat dong
dung quy dinh. g




12 | Ba Ding Thij Phuong
Thao

- Phu trach cong tac chuyén mén cip MN, cOng tac chim
soc nudi dudng; Cong tac ban tru.

- Phy trich céng tic Sira hoc duong.

- Cong tac x4 hoi hoa gido dyc, cac vién tro, tai, trg; cong
tac bdo vé tré em (nhix gnoi dung c6 lién quan dén cép hoc
MN).

- Phu trich céng tac Thi dua, khen thudng clia cdp MN,
nganh va co quan Phong GDDT huyén,

- Tham gia Poan thAm dinh cép gidy phép thanh 14p va hoat
dong cac €O s0 gido duc MN ngoai cong 1ap; ¢6 y kién dé
nghi gii thé khi co sé khéng dam bao hoat ddng dung quy
dinh.

- Phu trdch Vian nghé nganh.

13 | Ba Trén Thj Didm

g

- Phy tréch cdng téc chuyén mon cip THCS mén Ngit vin,
mén GDCD, mén Sir; Bdi dudng d6i tuyén HSG huyén
mon Ngit vin dy thi cé.p thanh phd;

- Phu trich cbng téc hoat déng ciia Té chire SCI déi véi 03
don vi trudng va 01 Trung tdm GDNN-GDTX; c6ng tac
béo vé tré em (TH va THCS, bio céo ting hop).

- Duyét n6i dung vin ban cta cac bd phan trudce khi trinh
lanh dao ky.

- Cong tac Tuyén gido; cac van d& v du luén x3 hoi.
- Phu tréch cong tac Kiém dinh chét hugng gido duc - chuin
Quoc gia cap THCS va ciia nganh.

- Thu ky cude hop giao ban Hiéu trrdng,
- Thu quy,

14 | Ong Nguyén Vin Dén

- Phu trach cong tic Thanh kiém tra ciia nganh; kiém tra,
gidm sét cong tac day thém — hoc thém.

- Tiép cong dén - xit Iy don thy.
- Phu trach cong tac chuyén mén cfip THCS mén Toan.
- Phu tréch cong téc Cong doan co quan Phong GDPT.

15 | Ong Nguyén Vin
Tudng

- Phy tréch céng téc chuyén mén 'ca"’.pATHCS cac mén Ly,
Héa, KHTN va cac mén nang khiéu (Am nhac, My thuét).

- Phéi hop thuc hién cdng tac tuyén sinh 10.
- Théng ké, téng hop béo céo cip THCS.

- Phu trdch Quy ché dan chi va cong tac Dén véan clia co
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16 | Ong Nguyén B4 Linh

- Phy trach cong tac chuyén mon Tiéng Anh céc chp
hoc: MN, TH va THCS;

- Phu trach céc ky thi Chung chi CAMBRIDGE,
TOEFL...;

- Té chic céc cude thi Tiéng Anh, hiing bién tiéng Anh,
ngay hoi Tiéng Anh;

- Theo d&i thuc hién d& 4n Ngoai Ngir giai doan 2017-
2025;

- Phy trach céc 16p tich hop; cac 16p hoc voi gido vién
nuéc ngoai; phin mém ho trg Tiéng Anh;

- B6i dudng doi tuyén hoc sinh gidi huyén; tham gia ky
thi hoc sinh gioi Tiéng Anh cap thanh pho;

- Toéng hop thi dua cip THCS;

- Phuy trach cong tic Y té nganh; Cong tac béan tra cip
trung hoc co sd.

17 | Ong Nguyén Thanh
Tuan -

- Cong tac Thu vién - Thiét bi, DDDH.

- Phuy trach co s& vét chét, tai san nganh, xdy dung
trudng hoc; chuong trinh xay dung ndng thon méi.

- Phéi hop thuc hién thu vién true tuyén.
- Phu trach mon Tin hoc, Hoat dong NGLL cép THCS.

- Hb trg cac x4, thi trén kiém tra co sO vat chat, diéu
kién cip phép co sd gido duc ngoai cong lap.

- Thu ky cong tac Thanh kiém tra cia nganh.

18 | Ong Phan Nghia Binh
Nam

- Phy trach cong tac phd cap gido duc MN cho tré 5
tuoi.

- Tdng hop va bdo céo cdng tac XMC - PCGD, hoat
dong TTHTCD ting thang, qui, nim (luu trt theo
nam).

- Phu trach Ban chi huy quan sy co quan, doi tu vé
trudng hoc.

- Hoat déng vin hoa ngh¢ thuat (k& ca am nhac dén
toc), the thao hoc dudng.

- Phu trach cong tac chuyén moén cip THCS mon Gido
duc thé chat; cong tac Huong nghiép day Nghé pho
théng; Cong nghé 8.9.

- In 4n vin bing t6t nghiép THCS.
- Cong tac hoc sinh khuyét tat hda nhép cip THCS.
- Hoat dong trai nghiém sang tao, nghién ctru khoa hoc.
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19 | Ong Héng Minh Lugt | - Phy trach chung cobng tdic XMC - PCGD. N

- Phéi hop, gidm sat céng tic khuyén hoc; Hbi Cyu giao
chire; phong trao Toan din doan két x8y dung doi song
vén héa.

- Céng tic Phé cdp boi cdp THCS va cia nganh.

- Phu tréch cong tic hoat dong Trung tAm hoc tap cong
dong, Xa hi hoc tép va Hoi khuyén hoc (14p k& hoach, bio
| c4o tong ket ndm va cac vin ban c6 lién quan). J

Ghi chi:
1.T4t ca cén bd, chuyén vién chju trich nhiém vé ndi dung c4c vin ban tham muu,

2. Ngoai cong tac chinh, chuyén vién s& phu trach thém nhitng c6ng tic dot
xuét do Lanh dao phan cong./.

Noi nhin:

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

- Chuyén vién P.GDDT;

- Céc truong MN, TH, THCS;
- Bon vi truc thude;

- Luu: VT, NTPhwong.121. N
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