UBND HUYEN CU CHI CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG GIAO DUC VA PAO TAO Péoc 14p - Tw do - Hanh phiic
8é: fr /QD-GDPT Ci Chi, ngay 04 thdng 5 ndm 2022
QUYET PINH

Vé viéc phin cong nhi€ém vu cong chiic
Phong Gido duc va Pao tao huyén

TRUGNG PHONG GIAO DUC VA PAO TAO HUYEN CU CHI

Can cir Lugt Can b, cong chitc ngay 13 thdang 11 néim 2008;

Can cik Nghi dinh s6 24/2010/ND-CP ngay 15 thdng 03 nim 2010 ciia
Chinh phi Quy dinh vé tuyén dung, sir dung va quén I cong chikc,

Céin ci Quyét dinh s6 9313/QD-UBND ngay 18 thing 6 nim 2008 cia Uy
ban nhdn ddn huyén Ci Chi vé viée thanh lap Phong Gido duc va Pao tao huyén
Cu Chi;

, Cén cit Quyét dinh s6 02/2018/QD-UBND ngay 31 thang 01 ndm 2018 ciia
Uy ban nhdn ddn huyén Cii Chi vé viéc ban hanh Quy ché 16 chitc va hoat dong
cia Phong Gido duc va Pao tao huyén Ci Chi;

Cdn cir vao tinh hinh hoat déng cua Phong Gido duc va Pdo tao huyén;

Xét ning luc cong tdc, phdam chdt dao dire ciia cong chitc Phong Gido duc
va Dao tao huyén;

Xét dé nghi ciia Ban lénh dao Phong Gido duc va Dao tao huyén.

QUYET PINH:
) Diéu 1. Nay ban hanh kém theo Quyét dinh nay bang phén cong nhiém vy
d6i v6i eong chirc Phong Gido duc va Pio tao huyén.

Diéu 2. Ngoai c4c nhiém vu quy dinh tai bang phén c6ng, cong chirc Phong
Gido duc va bao tao huyén phai thye hién cac nhiém vu khéc do Truéng phong
phén cdng. Quyét dinh nay thay thé Quyét dinh s6 230/QD-GDDT ngay 03 thang
12 nam 2021 cta Phong Gido duc va Pao tao huyén va c¢6 hiéu luc thi hanh ké tir
ngay ky.

) Piéu 3. Céc 6ng (ba) c6 tén theo bang phén cong chiju trach nhiém thi hanh
Quyét dinh nay./.

Noinhgn: TRUONG PHONG
- Nhu diéu 3 (dé thuc hign); AT ORI 2
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UBND HUYEN CU CHI
PHONG GIAO DUC VA PAO TAO

CONG HOA XA HQI CHU NGHIA VIET NAM
Dic lip — Ty do — Hanh phiic

PHAN CONG NHIEM VI CONG CHU'C
PHONG GIAO DUYC VA PAO TAO HUYEN
(Ban hanh kém theo Quyét dinh sé 80/QD-GDPT ngay 04 thdng 5 ndm 2022 ciia
Phong Gido duc va Dao tao huyén)

STT

Cong chirc

Nhié¢m vy ]

01

Ong Nguy&n Thanh
Phuong

-Té trudng T6 Vin phong.

- Lén lich céng tic tudn cta co quan.

- Bdo céo tudn; bao cio hop co quan; bao c4o hop giao
ban Hi¢u truéng dinh ky; thr ky hop giao ban 1anh dao;
béo cdo thang, quy, 6 thang, 9 thang, nam theo yéu cau
cua UBND huyén, S& GDDT Thanh pho.

- Tham muu K€ hoach thyc hién tdng két nganh, Tuin 18
huéng tmg hoc tap sudt doi, Ky niém Ngay Nha gido Viét
Nam....

- Cong tac x4 hoi hoa gido du;c, cac vién tro, tai trg (nhitng
ndi dung c6 lién quan dén cdp THCS va TH).

- Phu trich h¢ thong phin mém BDTX va phin mém

ETEP bdi dudng chuong trinh gido dyc phé thong 201 8P
- Duyét ndi dung vin ban ciia cic bd phén trude khi trrgi';:; E

lanh dao ky.

Lat
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Ong Lé Khénh Trinh

- Cong tdc Vian phong: vin phong phém, phong ho:'pgjj‘
nha kho ...

- Cong tac Thi tyc hanh chinh - Cai c4ch hanh chinh:

+ Xay dyng ké hoach va bao c4o ting quy Thii tuc hanh
chinh - Céi cdch hanh chinh;

+ Quén Iy phdn m&m hé théng: Thu tuc hanh chinh - Caj
cach hanh chinh ciia Phong GDDT:

+ H¢ théng quan 1y chét Iuong theo TCVN ISO
9001:2015;

+ Phy tréch dich vu cong tryc tuyén muc d6 3, 4.

- Phuy tréch b9 phan Tiép nhén va tra két qua cta Uy ban
nhén dan huyén.

- Hd trg cong tac co s& vat chit, tai san nganh; xay
dyng truong hoc; chuong trinh xdy dung ndng thon
mdi.
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Ba Nguyén Thi Hong
Quyén

- Cong téc Vin thu (Hé théng quéan 1y van ban va hd so
cong viéc qua mang ndi bd UBND huyén).

- H3 trg bd phan Tiép nhén va tra két qua ciia Uy ban
nhan dan huyén.
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Ba Hb Thj Phuong Chi

- Phu trach cong tac chuyén mén cdp THCS moén Sinh,
Cong nghe 6, 7.

- Phy trach cong tac tb chirc:

+ Tham muru thue hién nhiém vu cong téc tb chire (ché

d6 chinh sach, nhan sy cia Phong GDDT huyén; cac
don vi sy nghiép gido dyc cong l4p; thanh lép, td chirc
lai don vi su nghiép cong 14p);

+ Tham gia doan thidm dinh chp gidy phép thanh l4p
va hoat dong céc co s& gido duc MN ngoai cong 1ap;
+ Phy trach cbng tac dénh gia: Dénh gia cong chirc

hang nim; danh gia hing quy céng chic Phong GDDBT
theo Nghi quyét 03/2018/NQ-HDND;

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

+ Phu trach hd so bd nhiém, bd nhiém lai vién chic
quan ly cta khoi gido duc;

+ Phu trach coéng tac dao tao bdi dudng ciia cong chirc
Phong GDDT huyén;

+ Phuy trach cong tac tham quan hoc tip, nghi phép cua
cdng chire, vién chic;

+ CoOng tac phdi hgp v&i Phong Noéi vu huyén: tuyen
dung; thuyén chuyén céng chic, vién chirc; danh gia
CBQL hang nim; danh gia hang quy CBQL theo Nghi
qu.yet 03/2018/NQ-HPND; Tham dinh hé so théi viée
ctia vién chirc quan ly; thang hang CDNN vién chirc va
ning ngach cong chirc; bd nhiém chirc danh nghé
nghiép; bao hiédm x3 hoi; xét duyét phu cép tham nién
nha gi4o; vu dii; thing hang trudng..

+ Ph01 hop bd phin Coéng nghé Thong tin quan 1y phan
mém dir lidu truc tuyén trang T6 chirc can bd clia S&
GDDT Thanh phd.

05

Ba Ty Thi S§

- Phu tréch cong tac Ké toan - tai chinh.

- Khai béo Béo hidm x3 hoi qua phin mém.,

- H5 trg cong thc thanh kidm tra ctia nganh c6 lién quan dén
tai chinh.

- Tham muu céc vin ban lién quan dén thd tuc tai chinh.

- Phu tréch cbng téac ché d6 chinh séch toan nganh va Phong
GDDT huyén.




05 | Ba Trin Thi Mén - Théng ké - Ké hoach nganh nim, giai doan; co s& dit liéu
nganh; trang truc tuyen C1, C2; phoi hop thyre hién cong téc
tuyén sinh 10; phy trich phan mém kiém dinh chit luong
gido duc 3 cép hoc.

- Tiép nhan, tham muwu Hoi ddng trromg.

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

- B4o cao Danh hi¢u vin hod ciia co quan.

- Phéi hop thue hién thu vién truc tuyén,

- Phu tréch céng nghé théng tin nganh.

- Phy tréch phan mém quén Iy béo céo tryc tuyén y t& Nganh.
- Chuyén trudng truc tuyén cho hoc sinh cip THCS.

- Thu ky cudc hop chi bd.

- Phéi hop béo céo tbng hop cac ky thi cia hoc sinh pz’"ap
THCS va khao sat hoc sinh tryc tuyén; hd tro dénh gia ddng
nghiép truc tuyén.

- Phy tréch h¢ théng phin mém TEMIS v& danh gia chuan
nghe nghiép GV, CBQL.

07 | Ba Tran Thj Minh Tam | - Phy trach phin mém quén Iy nhan sy nganh (ePMIS), phan

mém cia S& Noi vu.

- Phu trach trang y kién chi dao thong qua Hé théng vin ban
va Ho so cong vi€e qua mang ndi bo cia UBND huyén.

- Phu tréch trang Céng Théng tin dién tir cia nganh.

- Phu trach ndi dung béo cdo Cong tac dén toc thiéu s6 (mién
giam hoc phi d6i v6i HS thude dén tdc Chiim va Khmer) va
cong tac tdn gido clia nganh.

- Phu trach viéc néng lwong nién han, vuot khung dinh ky
ctia Phong GDDT.

- Phy trach c6ng tac vin thur Chi bd.

- Hb trg cong téc Cong doan co quan.

- Phu trach k¥ thuat phong hop truc tuyén.

- Quén Iy phn mém dit liu tryc tuyén trang T4 chirc can bd
cia S¢ GDDT Thanh pho.

- Kiém tra thé thirc cic vin ban ciia céc bd phan truée khi

trinh lanh dao ky.
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Ong L& Hing Diing

- Phu trach cong tac Trog l}”/ thanh nién (Poan, Ddi, ché do
chinh sach); cong tdc Tu van hoc dudng.

- Chinh tri trr twéng nganh: Céng tac gido dyc chinh tr] tu
tudng, vin hoa; cong tac tuyén truyén, pho bien va gido duc
phap luét; cong tic gido duc dao dirc, 161 song, k¥ ning song;
codng tac an ninh trit ti, an toan trudng hoc.

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

- Tham gia Poan thim dinh c4p gidy phép thanh l4p va hoat
dong céc co s& gido duc MN ngoai cong lap;

09

Ong Mai Hiép

-T6 truémg t6 chuyén mén; chiu trach nhiém chinh cé'ip hoc TH.
- Téng hop thi dua cép hoc tiéu hoc.

- Phy trach c6ng tac chuyén mén cdp TH cic mén: Ty nhién
x4 hoi, Khoa hoc, Sir- Pia, The duc, Toan.

- Phu trédch Quy ché dan chii va cdng tac Dan véan ctia Chi bd.
- Cong tac gido dyc quyén tré em, xdy dung mdi trudng
than thién nganh.

- Chim diém phong, ban k& chuyén chio c& ddu tun va
b4o céo diém danh.
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Ong Nguyén Vin Loc

- Phuy trach cdng tac chuyén mon cép TH cac mén: Tiéng
Viét, Pao dirc, Am nhac v Am nhac dén tdc, My Thudt,
Thti cong.

- Cong tac Kiém dinh chét lugng - Chudn Quéc gia cép TH.
- Phu trach cong tic théng ké cép tiéu hoc.

- Phéi hop cong tac chdm diém don vi Vin héa.

- Céng tAc ban ir, tw vAn hoc dudong, khuyét tat cap TH;
chim séc, bao vé tré em cap ti€u hoc.

- Phu trach phé clp boi hoc sinh cﬁp TH, cdng tac Sira hoc
dudng.
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Ba Nguyén Thi Phuong
Trang

- Phu trach cong tac chuyén mén cip MN;; cong tac chdm
soc gido duc.

- Béo céo tuln, bao céo thang, thong ké s6 lidu cip MN.

- Cong tac binh déng giéi, DS- KHHGD; Cong tac phu nit.
- Cong tac Kiém dinh chit lrgng - Chuén Québc gia chp MN.
- Phy trach cong tac khuyét tat hod nhéap cap MN.

- Tham gia Poan thidm dinh cép gidy phép thanh lap va
hoat dgng cac co s¢ gido duc MN ngoai cong 14p; c6 y
kién d€ nghi giai thé khi co s& khéng dam bao hoat déng
ding quy dinh.

e
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Ba Ding Thj Phuong
Thao

- Phu trich cdng téc chuyén mén cip MN, cong tac cham
soc nudi dudng; Cong tic ban tri.
- Phu trach cong tac Sira hoc dudng.

- Cong tac x4 hdi hoa gido duc, cac vién trg, té.i, tro; cong
tac bao v¢ tré em (nhing ndi dung 6 lién quan dén cap hoc
MN).

- Phy trdch cong tic Thi dua, khen thuéng ctia cip MN,
nganh va co quan Phong GDDT huyén.

- Tham gia Poan thim dinh cip gidy phép thanh lap va hoat
dong cac co s0 giao duc MN ngoai cong 14p; ¢6 v kién dé
nghi gii the khi co s& khong dam bao hoat dong ding quy
dinh.

- Phu trdch Vin nghé nganh.
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Ba Tran Thi Diém

- Phu trdch cong tac chuyén mén cép THCS mén Ngir van.
Bo6i dudng doi tuyen HSG huyén moén Ngit van du thi cap
thanh pho.

- Phu tréch cong téc hoat dong cia T chirc SCI déi véi 03
don vi truong va 01 Trung tAm GDNN-GDTX; cong tac
bao v€ tré em (TH va THCS, béo cdo téng hop).

- Duyét ndi dung van ban cta cac bo phén trude khi trinh
lanh dao ky.

- Cong tic Tuyén gido; cc van d& v& du luén x4 héi.
- Phu tréch cong tac Kiém dinh chét hrong gido dyc - chudn
Quoc gia cap THCS va ciia nganh.

- Thu ky cude hop giao ban Hiéu trudng.
- Tha quy.

14

Ong Nguyén Vin Dén

- Phy tréch cong tdc Thanh kiém tra clia nganh; kiém tra,
giam sat cong tac day thém — hoc thém.

- Tiép cong dan - x1t Iy don thu.
- Phy trach cong tic chuyén mén cip THCS mén Toan.
- Phy tréch cong tdc Cong doan co quan Phong GDDT.

15

Ong Nguyén Vin
Tudng

- Phu trach cong tac chuyén mén cép THCS céc mén Ly,
Héa va cac moén néng khi€u (Am nhac, My thuét).

- Phéi hop thyc hién céng tic tuyén sinh 10.
- Thong ké, tdng hop bao co cip THCS.

- Phu trach Quy ché dan chii va cong téc Dan van ciia co
quan va cia nganh.




16 | OngNguyénB4aLinh |- Phu trach cong tic chuyén mén Tiéng Anh cic cip
hoc: MN, TH va THCS;
- Phu trach cédc ky thi Chung chi CAMBRIDGE,
TOEFL...
-Tb chu‘c cac cude thi Tiéng Anh, hing bién tiéng Anh,
ngay hdi Tiéng Anh;
- Theo d&i thuc hién dé 4n Ngoai Ngir giai doan 2017-
2025;
- Phu trach céc 16p tich hgp; cac 16p hoc véi gido vién
nudc ngodi; phin mém hd trg Tiéng Anh;
- B6i dudng doi tuyen hoc sinh gidi huyen tham gia ky
thi hoc sinh gioi Tiéng Anh cip thanh phé;
- Téng hop thi dua cdp THCS;
- Phu trach cbng tac Y té nganh; Céng tic bén tri clp
trung hoc co so.

17 | Ong Nguyén Thanh - Cong tac Thu vién - Thiét bi, PDDH.

Tuan - Phu trach co s& vat chéit, tai san nganh, xdy dyng

trwrdng hoc; chrong trinh xay dyng néng thén maéi.
- Phéi hop thue hién thu vién tryc tuyén.
- Phy trach mén Tin hoc, Hoat dong NGLL cdp THCS.
- Hb trg cac x4, thi trin kiém tra co s& vat chét, didu
kién cap phép co s& gido duc ngoai cong 14p.
- Thu ky céng tdc Thanh kiém tra ciia nganh.

18 | Ong Phan Nghia Binh | - Phu tréch céng téc phd cép gido duc MN cho tré 5

Nam tuoi.

- Tong hop va béo céo cdng tic XMC - PCGD, hoat
dong TTHTCD ting thang, qui, nim (luu trlt theo
nim).

- Phu trach Ban chi huy quén su co quan, doi tu vé
trirong hoc.

- Hoat gong vin hoéa nghé thuét (k& ca 4m nhac din
toc), the thao hoc duong.

- Phuy trach cong tac chuyén mén cidp THCS mén Gido
duc thé chét; cong tic Hudéng nghiép day Nghé phd
théng; Cong nghé¢ 8,9.

- In 4n vin bing t&t nghiép THCS.
- Cong tac hoc sinh khuyét tat hoa nhéap cdp THCS.
- Hoat d0ng trai nghiém sang tao, nghién ctru khoa hoc.




19 | Ong Hong Minh Ludt | - Phu trach chung cong tdic XMC - PCGD.

van hoa.
- Cong tac Phé cap boi cip THCS va ciia nganh.

c4o tong két niim va cac viin ban c6 lién quan).

- Phéi hop, giam sat cOng tac khuyen hoc; Hoi Cuu gido
chirc; phong trao Toan dén doan két x4y dung doi song

- Phuy trach cong tac hoat dong Trung tdm hoc tap cong
dong, X4 hoi hoc tap va Hoi khuyén hoc (1ap ké hoach, bao

Ghi chu:
1.Tat ca can by, chuyén vién chju trach nhiém vé néi dung cac vin ban tham muru.

2. Ngoai cdng tac chinh, chuyén vién s& phy trach thém nhimg cong tac dot
xuét do Lanh dao phan cdng.

Noi nhgn: ﬁﬁm PHONG
- Ban Lanh dgo (TP, P.TP); sf’ SHONG /ﬂ -

- Chuyén vién P.GDBT;

- Céc truong MNN, TH, THCS;
- Pon vi trire thude;

- Luu: VT, NTPhuong.121.
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