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PHONG GIAO DUC VADAO TAO Péoc 1ap - Tw do - Hanh phiic
sé: A4uF /1Qp-GDBT Cii Chi, ngay/lF thang ( ndm 2021
QUYET PINH

i s A A A oA A L4
Ve viéc phin cong nhiém vu cong chirc
Phong Gido duc va Dao tao huyén

TRUOGNG PHONG GIAO DUC VA PAO TAO HUYEN CU CHI

Cidn cir Ludt Cdn bg, céng chike ngay 13 thdang 11 ndm 2008;

Can cir Nghi dinh scf 24/2010/ND-CP ngay 15 thdng 03 ndm 2010 cua
Chinh phii Quy dinh vé tuyén dung, st dung va quan Iy cong chirc;

Cein cir Quyét dinh s6 9313/0P-UBND ngay 18 thang 6 nim 2008 ciia Uy ban
whdn dén huyén Cii Chi vé viéc thanh Igp Phong Gido duc va Dao tao huyén Cu Chi;

Can cu Quyét dinh sé 02/2018/QD-UBND, ngay 31 thdng 01 nam 2018
ciia Uy ban nhdn dén huyén Cii Chi vé viéc ban hanh Quy ché t6 chirc va hoat
déng ciia Phong Gido duc va Dao tao huyén Cu Chi;

Cén ciz vao tinh hinh hoat dong ciia Phong Gido duc va Dao tao huyén;

Xét nang lyc cong tdc, pham chét dao dikc clia céng chitc Phong Gido duc
va Pao tao huyén;
Xét dé nghi ciia Ban lanh dgo Phong Gido duc va Dao tao huyén.
QUYET PINH:
' Diéu 1. Nay ban hanh kém theo Quyét dinh ndy bang phén cong nhiém vu
dbi véi cong chitc Phong Gido duc va Pao tao huyén.

Pidu 2. Ngoai cdc nhiém vu quy dinh tai bang phén cdng cong chirc
Phong Giao duc va Déq tao huyén phai th\gc hiér} cac nhit:am vu khac do Trudng
phong phan cong. Quyét dinh nay thay thé Quyet dinh so 110/QD-GDDT ngay
14 thang 5 nim 2021 cua Phong Gido duc va DPao tao huyén va ¢ hiéu luc thi
hanh ké tir ngay ky.

Biég 3. Céc ong (ba) cb tén theo bang phén cdng chiu trach nhiém thi
hanh Quyét dinh nay./ol

&

Noinh@n:
- Nhu diéu 3 (dé thuc hién);
- Luu VT, LTKNguyen.02.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap— Ty do — Hanh phiic

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

(Ban hanh kém theo Quyét dinh sé 147/0D-GDDPT, ngay 17 thdng 6 ndm 2021
cuia Phong Gido duc va Dao tao huyén)

Stt

Ho tén- Chirc vu

Nhiém vu

01

Lé Thi Kim Nguyén

- T trudéng T6 Van phong;

- Lén lich céng tac tudn cho co quan;

- B4o cdo tudn; bdo céo hop co quan, béo céo
hop giao ban Hiéu truong dinh ky va thu ky
phuc vu hop giao ban 1anh dao;

- Cong tac xa héi hoa gido duc, cac Vié;n tro,
tai tro (nhitng ndi dung c6 li€n quan deén bac
THCS va TH);

- Duyét n6i dung védn ban cla céc bd phan
trude khi trinh 1dnh dao ky;

- Phy trach céng tac chuyén mén bac THCS
mén St - Bia - GDCD. B6i dudng di tuyén
HSG huyén moén Dia dy thi cép thanh pho.

02

Tran Thi Mén

- Théng ké - K& hoach nganh; co sd dir liéu
nganh; trang truc tuyén C;, Cy; phdi hop thuc
hién cbng tic tuyén sinh 10; phu trach phén
mém kiém dinh chét lugng gido duc 3 bac hoc.

- Tiép nhan, tham muu Hdi dong trudng;

- Béo cdo dinh ky hang thang cho S& Gido
duc va Pao tao; bao cao dinh ky thang, quy, 6
thang, 9 thdng va nam cho UBND huyén;

- Bao cao Danh hiéu van héa cia co quan;
- Phéi hop thyc hién thu vién truc tuyén;

- Phu trach phin mém quan 1y bio cdo truc
tuyén y t€ Nganh;

- Chuyén trudng truc tuyén cho hoc sinh bac THCS;
- Thu ky cudce hop chi bd, hop co quan;

- Phéi hop béo céo téng hop cac ky thi cla
hoc sinh bdc THCS va khao sat hoc sinh tryc
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tuyén; hd tro danh gi4 dong nghiép truc tuyén;

03

Tran Thi Minh Tam

- Quan ‘13’/, cép nhéat cac hoat dong, tin tirc
trong tuan trén trang thong tin (trang web) clia
nganh; quan ly van ban (mang 112) cia
UBND huyén;

- Cong tac Vin thu Chi bo;

- H tro cong tac Céng doan co quan;

- Phu trach v& mit k¥ thuét phong hop truc tuyén;

- Tong hop béo céo Dén toc thidu s, ton gido cia
Nganh;

- Cép nhit dit liéu chuong trinh Quan ly nhan

su Nganh (ePMIS); Quan Iy phdn mém nhan
su cua S& Noi vu;

- Quan ly phan mém dit lidu tryc tuyén trang
T4 chitc can bd ciia S& Gido duc TPHCM;

- Kiém tra thé thtic van ban coa cac bd phén
trudce khi trinh 1anh dao ky.

04

Lé Hung Diing

- Phu trach cong tdc Tro Iy thanh nién (Poan,
do6i, ché @6 chinh sach); cong tac Tu van hog
duong;

- Chinh tri tu twéng Nganh: Cong tac gido duc
chinh tri tu tuorng, van héa; céng tac tuyén
truyén, phd bién va gido dyc phap luét; cong
tac gido duc dao dirc, 16i sbng, k¥ nang sbng;
cong tac an ninh trat ty, an toan trudong hoc;

- Chit thdp do; PCCC co quan;

- Hb tro cac x4, thi trdn kiém tra co s vat
chat, didu kién cap phép co sé gido duc ngoai
cong lap.

0s

Lé Khanh Trinh

- Cdng tic Vian phong;
- Cong tac Van thu (Hé théng quéan 1y vin ban
va ho so cdng viéc qua mang UBND huyén).

06

- Phy trach c6ng tdc chuyén mén bic THCS
moén Sinh, Cong nghé (k6,7);

- Phu trach B6 phén té chire;
+ Phdi hop quan ly phan mém dir lidu truc
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H6 Thi Phuong Chi

tuyén trang T chirc can b cua S& Gido duc
TPHCM.

+ Tham muu va phdi hop tong hop béo cao:
Phy cp Tham nién, phu cap uu dadi nha gido
cho 3 béc hoc; phan hang truong hang nam;

cbng tac dao tao va boi dudng chuyén mon,

nghiép vu cho nhén sy Phong Gido duc va
DPao tao huyén; coéng tac tuyén dung gido
vién, cong nhén vién; nhén sy Phong Gido
duc va Dao tao huyén.

+ Bao cao Huyén ty, Uy ban nhan din huyén
Cua Chi céng tac diéu dong, luan chuyén, bd
nhiém can b quan ly.

+ Tong hop ho so danh gid quy hang nam
theo Nghi quyet 03 cho Phong Gido duc va
Dao tao huyén; tong hop muc do hai long ctia
cha me hoc sinh dbi véi CBQL cac béc hoc.

- Phy trach coéng tac Thii tuc hanh chinh — Cai
cach hanh chinh:

+ Xay dung ké hoach va béo cdo ting quy
Thu tuc hanh chinh — Cai cach hanh chinh.

+ Quan ly phan mém Hé théng cai cach hanh
chinh cia Phong Gido duc va Pao tao huyén.

+ Hé théng quan 1y chét luong theoTCVN ISO
9001:2015

- Phu trach Bo phéan Tiép nhan va Tra két qua
ctia Uy ban nhén dén huyén ct Chi.

07

Ty Thi S§

- Phy trach cong tac K& toan - tai chinh;
- Khai bdo Bao hiém x4 h6i qua phin mém;

- Hb tro cong tac thanh kiém tra ctia nganh ¢6
lién quan dén tai chinh;

- Tham muru c4c vin ban lién quan dén thi tuc
tai chinh;

- Phu trdch cong tac ché d6 chinh sach toan
Nganh va Phong GDDT.

08

Mai Hiép

- T4 trudng td chuyén mén; chiu tréch nhiém
chinh bac hoc tieu hoc;

- Téng hop thi dua bac hoc tiéu hoc;

- Phu trach bac Tiéu hoc cdc moén: Tu nhién
x4 hoi, Khoa hoc, Sir- Pia, Thé duc,Toén;
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- Phy trdch Quy ché dan chu va cong tac Déan
vén ctia Chi bo;

- Céng tac gido duc quyén tré em, xdy dung
moO1i truong than thién Nganh;

- Cham diém phong, ban ké chuyén chao co
dAu tudn va béo c4o didm danh.

09

Nguyén Vin Loc

- Phu trach bac tiéu hoc cdc mén: Tiéng Viét,
DPao dtc, Am nhac va 4m nhac dén téc TH,
My Thuét, Thi cong;

- Cong tac Kiém dinh chét lugng & Chuén
Quéc gia bac TH;

- Phy trach cong tic thong ké ddi véi bac tidu hoc;

- Phéi hop cong tac chim diém don vi Vin hoa;

- Cong tac ban trl, tr vin hoc dudng, khuyét
tat bac TH; chdm sdc, bdo vé tré em béc tiéu hoc;

- Phu trach phé c4p boi hoc sinh bac TH, cong
tac Sira hoc duong.

10

Nguyén Thi Phuong Trang

- Phu trach cong tiac chuyén mén bic Mim
non; cong tac cham soc gido duc;

- Bao cao_ tudn, bdo cdo thang, théng ké sb
liéu bac mam non;

- Cong tic binh ding gi6i, Dan sb- KHHGD;
Cong tac phu nf; '
- Cong tac Klem dinh chat lugng & Chuén
Qudc gia bac mam non;

- Phu tréch céng tac khuyét tat hoa nhép bac
mam non;

- Hd trg cic x3, thi trdn kiém tra co s& vat
chét, diéu kién cap phép co s& glao duc ngoai
cong lap, cé ¥ kién dé nghi giai thé khi co sé
khéng dam bao hoat dong ding quy dinh.

11

bang Thi Phuong Thao

- Phu tréch cong tac chuyén mén bic Mam non,
cong tac chdm séc nubi dudng; Cong téc ban tri;
- Phu trach cong tac Sita hoc dudng;

- Cong tac x& hdi hoa gido duc, céic vién tro,
tai trg; cdng tac bao vé tré em (nhitng nodi
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dung c6 lién quan dén bac hoc mam non);

- Phu trach cdng tac Thi dua, khen thuéng cua
bac mam non, Nganh va co quan Phong Gido
duc va Pao tao.

- Hb trg céc x4, thi trdn kiém tra co so vat
chét, didu kién cap phép co s& glao duc ngoal
cdng lap, c6 y kién dé nghi giai thé khi co sé
khong dam bao hoat dong dung quy dinh.

- Phu trach Van nghé Nganh.

- Phu trich céng tic chuyén mén bac THCS
mén Ngit van. Boi dudng ddi tuyén HSG
huyén mén Ngit van du thi cap thanh phd.

- Phuy trach céng tic hoat dong ctia Td chirc

SCI dbi v6i 03 don vi truong va 01 Trung tAm
GDNN-GDTX; cong tic bdo vé tré em.

12 Tran Thi Diém - Duyét ndi dung van ban cia céc bd phén
trude khi trinh 18nh dao ky;
- Cong tac Tuyén gi4o; Céc van dé vé du luan
x4 hoi;
- Phu tréch cong tac Kiém dinh chit lugng gido
duc & chuén Qudc gia bac THCS va ciia Nganh;
- Thu ky cude hop giao ban Hiéu trudng;
- Thu quy.
- Phu trach cong tac Thanh kiém tra cua
Nganh; kiém tra, gidm sat cong tic day thém
—hoc thém;
13 Nguyén Vin Pén - Tiép cong dan - xit ly don;
- Phu trach coéng tdc chuyén mén bac THCS
mon Todn;
- Phu trach cong tac Céng doan.
- Phu trach mon Tiéng Anh céc bac hoc. Bdi
dudng doi tuyén HSG huyén mén Tiéng anh
r Nguy&n B4 Linh du thi cdp thanh phd. Chuong trinh 16p tich

hop céc béc hoc;
- Tong hop thi dua bac THCS;
- Phu tréch cong téc Y t& Nganh; Cong tac ban
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tri béc trung hoc co s0;

15

Nguyén Vin Tubng

- Phu trach cong tac chuyén mon bic THCS
cac mén Ly, Hoéa va cdc mon Nang Khiéu (Am
nhac, My thudt);

- Phéi hop thyc hién cong téc tuyén sinh 10;

- Théng k&, téng hop bio cdo bac THCS;

- Phy trich Quy ché dén cht va céng tac Dén
vén cla co quan va Nganh.

16

Nguyén Thanh Tuén

- Cbng tac Thur vién — Thiét bi, PDDH:

- Phuy trach co s& vat chét, tai san nganh, xay
dung truong hoc; chuong trinh xay dung néng
thén mdi;

- Phéi hogp thuc hién thu vién truc tuyén;

- Phu trach mén Tin hoc; Hoat dong NGLL bac
THCS;

- I:{S trg cac x4, thi trAn kiém tra co s& vét chét,
diéu kién cap phép co sé giao duc ngoai cong lap.
- Thu ky cong tac Thanh kiém tra ctia Nganh.

17

Hbng Minh Luat

- Phu trach chung cong tac x6a mu chir - Phé cép
Giao duc;

- Phéi hop, giam séat céng tac khuyén hoc Hoi
Cuyu gido chirc; phong trao Toan dan doan ket
xdy dung doi song van hoa;

- Phé cép boi bac THCS va ciia Nganh;

- Phu trach cong tac Hoat dong Trung tdm hgc
tép cong d@ng, X4 hoi hoc tap va Hgf)i khuyén
hoc (lap ké hoach, bdo cao tong két nam va
cac van ban cé lién quan).

18

Phan Nghia Binh Nam

- Phy trach cong tac ph6 cép gido duc MN cho tré
5 tuoi;

- Téng hop va bio céo cdng tac XMC - PCGD)
hoat dong TTHTCPD timg thang, qui, nidm (luu trd
theo nam);

- Phu trach Ban chi huy quéan su co quan, doi
tu vé truong hoc;

- Hoat dong vin hoéa nghé thuat (k& ca 4m nhac
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dan toc), thé thao hoc dudng;

- Phu trach c6ng tac chuyén moén bac THCS
mén Gido duc thé chit; céng tac Hudng
nghiép day Nghé phd théng; Cong nghé 8,9;

- In 4n vin bang Tét nghiép THCS;
- Céng téc hoc sinh khuyét tit hoa nhép bac THCS;

- Hoat dong trai nghiém sang tao, nghién ciru
khoa hoc.

e Ghi chu:

1.Tét ca can bd, chuyén vién chiu trach nhiém vé ndi dung cic vin ban tham muu.

2. Ngoai cong tac chinh, chuyén vién s€ phu trach thém nhiing cong tac dot

xuét do Lanh dao phén cong. ,1(

Noi nhiin:

- Ban Léanh dao (7P, P.TP);

- Chuyén vién P.GDDT;

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

- Luu: VT.LTKNguyen.04.

Tran an Toan







