PHONG GD&DT PONG TRIEU CONG HOA XA HOI CHU NGHIA VIET
TRUONG MAM NON SON CA NAM
POc lap - Tw do - Hanh phiic.

Mao Khé, ngay 22 thang 8 nam 2022

SO: 119/QD-MNSC

QUYET PINH
Ve viéc phan cong nhiém vu cho can bd quan ly, gido vién, nhan vién

Nam hoc 2022-2023

Can ct Thong tur sO 52/2020/TT-BGDDT ngay 31/12/2020 ctia B trudng BO Gido
duc va Pao tao ban hanh Biéu 1€ truong Mam non;.

Can c(t vao chitc ning va quyén han ctia Hi€u truong;

Xét kha niang chuyén mon, nghiép vu, phdm chat dao didc cla can b, vién
chtc;

QUYET PINH:

Pi€u 1. Nay phan cong nhiém vu cho can b0, gido vién, nhan vién trurong Mam
non Son Ca nim hoc 2022-2023 (c6 bang phan cong nhiém vu dinh kém)

Thoi gian bo nhiém: 01 nam; T ngay 22 thang 8 ndm 2022 dén hét ngay 22
thang 8 nam 2023.

Pieu 2. Can b0, gido vién, nhan vién va nguroi lao dOng trong nha trudng c6 trach
nhiém t& chitc thue hién chite trach, nhiém vu theo quy dinh clla Biéu 1& truong
Mam non Son Ca va theo si phan cong clia Hiéu truong.

Pi€u 3. Cac dong chi c6 tén tai Diéu 1 chiu trach nhiém thi hanh quyét dinh
nay./.

Noi nhan: HIEU TRUONG
- Nhw diéu 1 (t/hién) (da ky)
-Luu: VT

Pham Thi Phuong Thao



BANG PHAN CONG NHIEM VU
CHO CAN BO GIAO VIEN, NHAN VIEN VA CAC TO CHUYEN MON, TO
VAN PHONG NAM HOC 2022- 2023
(Theo Quyét dinh s6 119/QD-MNSC ngdy 22 /8/2022 cla Hiéu trudng triedng Mam
non Son ca)

I. BAN LANH PAO NHA TRUONG

1. Hi€u truwong: Pham Thi Phuwong Thao

+ Phu trach chung.

a. Phu trach cac van dé xay dung quy hoach nha trueong; 1ap k€ hoach nim hoc
va t0 chirc thuc hién ké hoach gido duc, bdo cdo, danh gid két qua thuc hién trude
HoOi dOng trudng va cac cdp c6 thdm quyén.

b. Ra Quyét dinh thanh 14p cac t6 chuyén mén, t6 vin phong va cic hdi dong tw
van trong nha trrdong; b6 nhiém t6 truwdng t6 pho.

c. Phan cong quan ly, danh gi4, x€p loai; khen thudng, ti€n hanh ky luat doi véi
gido vién, nhan vién theo quy dinh.

d. Quan 1y hanh chinh; quan ly va s dung c6 hiéu qua cac ngudn tai chinh, tai
san cla nha truong.

e. Ti€p nhén, quan 1y hoc sinh tré em va cac hoat dong nudi dudng, chim séc,
gido duc tré.

f. Chi dao thuc hién quy ché dan chi co s& va tao diéu kién cho cic t6 chic
chinh tri- xa hdi trong nha trrong hoat ddng nham nang cao chat lwong chim séc, gido
duc tré.

g. Thue hién x3 hoi héa gido duc, phoi hop t6 chiic, huy dong cac luc lwong xa
hoi cing tham gia hoat dOng gido duc, phét huy vai trd ctia nha trrong déi voi cOng
dong.

i. Chi dao thuc hién céng tac KDCL va xay dung trirdng dat chudn qudc gia, t0
chitc danh gid Chuén hiéu trudng va phé hiéu tredng hang nim, danh gid x€p loai vién
chitc theo qui dinh, ddnh gia hiéu qua cong viéc hang ky, hang quy, hang thang ctia can
b0, gido vién, nhan vién theo quy dinh.

h. Day 02 hoat dOng/thang theo quy dinh.

2 — Pho hi€éu trudng: Nguyeén Thi Thanh Hai.

a. Phu trach chuyén mén khoi 3-4 tudi va 4-5 tudi, cong tac chim séc nubi dudng
sttc khoe. Phuy trach co s& vat chdt va xdy dung ké hoach tham muu vé CSVC, do
ding béan tri va phoi hop vi cac lue lwrong xa hoi dé cham lo cho cong tdc chdm séc
gido duc tré. ] , ) ]

b. Xay dung ké hoach mua sam do dung trang thiét bi phuc vu cho cong tac cham
s6c, nudi dudng tré dé trinh Hiéu trudng duyét mua. Quan ly va theo ddi viéc st dung
co's& vat chat clia nha truong. ‘

c. Phu trach va 1én ké hoach, béo céo phong trao “TrirOng hQc an toan vé ANTT va
cong tdc v€ sinh, lao dong nha tru@ng”,;hi dao cong tac y té truong hoc. i

d. Xay dung ké hoach Chuyén dé t0 chtrc btra an dinh dlrgng, ATTP truwong hoc.

e. Phu trach céc phong trao thi dua do minh phu trach. Ki€m tra, danh gia, do6n doc

cac hoat dOng chim séc gi4o duc tré, phong trao do khoi minh phu trach.



f. Day 04 hoat dOng/thang theo quy dinh.

g. Ngoai nhiém vu trén con thure hién cac nhiém vu khac do Hiéu trudng phan
cong.

3. Phé6 Hiéu truwong: Pang Thi Giang

a. Phu trach chuyén mén vé ndi dung cham séc gido duc, xay dung ké hoach chi
df%o hoat dong chuyén mén nha tré, 5 tudi. Phu trach c6ng tic phat tri€én, cong tac
Pang, cong tic PCGDMNCCNT. ,

b. Xay dung ké hoach chuyén dé “Ung dung m6 hinh Steam trong cong tdc nang
cao chat lugng gido duc tré”; chuyén dé “Toi yéu Viét Nam ” va cac chuyén dé gido
duc khac theo ké hoach. ‘ , ‘

c. Phu trdch xdy dung céng tdc boi dudng thwong xuyén; ké hoach dao tao, boi
duong doi ngii va kiém tra nQi by trudong hoc.

d. Phu trach cac van dé CNTT: Bai giang dién tr, phan mém day hoc, phong hoc
thong minh, dua tin trén trang Webs clla trerong, phu trach phdn mém ki€m dinh chat
lwong; cac phan mém,day hoc: Phu trach bai giang dién

e. Xay dung cac k€ hoach hdi thi, cic phong trao thi dua ctia nganh phét dOng

f. Day 04 hoat dOng/thang theo quy dinh.

g. Ngoai nhiém vu trén con thue hién cac nhiém vu khac do Hiéu trudng phan
cong. i i

II. NHAN VIEN ]

1. Hoang Thi Xuan Thiy- Nhan vién Ke toan

a. Thuc hién ding, d0, kip thoi, chinh xac cic loai ho so s sach theo quy dinh c6
lién quan dén tai chinh, ché d0 chinh sach cho CB, GV, NV va co s& vat chat clia nha
trirong.

b. Tham muu cho Hiéu truwdng xay dung k& hoach thu, chi, k€ hoach chi tiéu noi
b0. Thurc hién cic ché dd vé tién lwong va cic quyén 1oi khac cho tdp th€ ddm bao
hiéu qua, chinh x4c.

c. Tham muu cho Hiéu trrdng v€ dur toan, quy€t toan kinh phi, chi phi thu-chi,
mua sam, stta chita trang thiét bi, co’'s& vat chat phuc vu hoat ddng clia nha truong

d. Cong khai tai chinh nha trueong theo quy dinh dinh nha trrong (moOi thang 1 1an
vao cudi thang). Thuc hién tot khau Iuu trit hd so. Chiu trach nhiém trudéc Hiéu
tredng vé hoat dOng tai chinh ké todn do minh quan ly.

e. Chiu trach nhiém x4y dung ké hoach va t6 chttc thuc hién cic nhiém vu cla
t6 Van phong theo Diéu 1& trudng Mam non va theo chi dao ctia Hiéu trudng, quan
ly, danh gia x€p loai hang thang va vién chltc cudi nam.

2. Tran Thi Thém- Nhan vién Y té

a. Thuc hién day d cac ho so quy dinh vé cong tac y té& hoc duong, thuong
xuyén kiém tra, phat hién nhitng dich bénh truyén nhiém x&y ra trong truong hoc,
tham muu cho Hi€u trrdng cac phuwrong 4n xt 1y hiéu qua.

b. Thuc hién t0t cong tac tuyén truyén trong CBGVNYV, phu huynh hoc sinh, to
chitc theo ddi chat ché tinh hinh sttc khde ctia hoc sinh, tham muu cho Hiéu trudng
ph6i hop véi trung tim Y té thi xd Pong Tri€u, tram y t& phuwong Mao Khé t6 chiic
kham sttc khde cho hoc sinh, x( 1y nhiing tai nan & hoc sinh hang ngay.

c. Thuc hién cong tac ban tri: Luu mau thic &n, quan 1y ho so ban trd, giao



nhAn thuc pham.

d. Kiém nhiém vu thu quy: Gitr tién mat, cing k€ todn cp nhat cc khoa thu
chi ngoai ngan sach. Thu - Chi cic khodn tién phai 6 rang, c6 s6 theo ddi timg loai
quy. SO sach phai khoa hoc, thuong xuyén cap nhat thong tin hang ngay vé viéc thu -
chi ghi o chi tiét, thu tién phai d€m can thén voi ngwdi ndp, réi moi ghi vao s6, c6
chir ki va ghi ro tén cia nguoi nOp, nOp ngdy nao thi ghi ngay do.

+ Ngoai nhi€ém vu trén con thitc hién cac nhiém vu khac do HT phén cong.

3. Nhan vién bao vé

a. Thuc hién cac nhiém vu da ki két trong hop dong lao dOng.

b. C6 trach nhiém dam bdo an toan tai san clla nha truOng, an toan cuta can bo,
gido vién, nhan vién va nguoi lao dOng trong nha triedng. Pam bdo ché do truc 24/24
gi¢. Khong dé nhitng hién twong tiéu cuc xam nhép vao nha tredng nhu: chOm cap,
ban hang rong ngoai cOng trurong. ..

c. Khéng duoc tw v cho nguoi la ti€p xic véi gido vién, tré khi chua duoc sy
dong y cuia Hiéu trudng. Co thai d0 hoa nhd, lich su khi giao ti€p cha me hoc sinh,
nhan dan va moi ngwoi dén lién hé cong tac.

d. Cham séc cay xanh, cat tia, twdi cay.

4. Nhan vién cap duong

a. Nha trwong phan cong d/c Nguyén Thi Hang- BEp trwdng. Ghi chép, hoan thién
ho so sO sach theo yéu cau cia d/c phé HT chi dao cong tic nudi dudng, cong khai tai
chinh hang ngdy, phan cong nhiém vu cho cac dong chi nhan vién cap dudng.

b. Thuc hién coéng tic ndu an, ddm bdo v& sinh an toan thuc pham, thuc hién
cong tac giao nhan thuc phan. Bio cdo Ban gidm hiéu néu trong qua trinh thuc hién
nhiém vu c6 nhitng bat cap va tham muu nha trirong xay dung thuc don.

c. Thuc hién ding ndi quy bép in, ché bién theo ding thuc don, dam bao
VSATTP va ddm bdo du s6 lwong tir khau nhén dén thanh phdm thitc an. Thuc hién
cac nhiém vu ki két trong hop dong thué khodn cdp dudng. Ngoai nhiém vu trén con
thutc hién cac nhiém vu khac do HT phan cong.

5. Gido vien:

a. Bao vé& an toan stc khog, tinh mang cla tré trong thoi gian tré & nha
truong; thuc hién céng tac nudi duwdng, cham séc gido duc tré em theo churong
trinh GDMN. Lap ké hoach chim séc gido duc; xay dung méi trurong gido duc,
t0 chitc cac hoat ddng chim séc gido duc theo chwong trinh quy dinh; Panh gia
va quan ly tré em, chiu trach nhiém vé chat lwong nudi dudng, chim séc gido
duc tré em. Tham gia day du cac hoat ddng cla t6 chuyén mén, cic phong trao
thi dua ctla nha truOng, ctia Nganh.

b. Thurong Xuyen trau doi dao dtc, gur gin pham chat, danh dwr uy tin Cua
nha giao; guong mau thu“ong yéu, doi xtr cong bang va ton trong nhan cach cla
tré em, bao vé cac quyén va 1oi ich chinh déng cta tré, doan két gitip d& dong



nghiép.

c. Tuyén truyén pho bién kién thitc khoa hoc nudi day tré em cho cha me
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tré; chu dong phoi hop vOi gia dinh tre dé thuc hien muc tiéu giao duc.

d. Rén luyén sttc khoé, hoc tap boi duwdng van hod, chuyén mén nghiép vu
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de nang cao chat lwong nudi dwong, cham soc giao duc tre.

e . Thuc hién t6t nghia vu cong dan cac quy dinh ctia phép luét, clia nganh,
cac quy dinh ctia nha trirong va quyét dinh ctia Hi€u trudng.

f. Tich cuc thuc hién cudc van dOng “MOi thay gido, co gido 1a mOt tAm gurong
vé dao dirc, vé twr hoc, sang tao cho hoc sinh noi theo”do cong doan Gido duc Viét
Nam va B0 Gido duc phat ddng; Tich cuc ddy manh phong trao xay dung truong hoc
than thién, hoc sinh tich cuc; Thuc hién nghiém tiic cac quy dinh vé dao diic nha giéo;
clla nganh; clla tredng; cla cac t6 chitc trong nha trudong. Cé nhiém vu gido duc tré
v€é moi mat; Cac quy dinh vé dao ditc nha gido; Quy ché chuyén mén. Thanh thao
CNTT trong day hoc; Hoan thanh t&t nhiém vu duoc giao, chiu trdch nhiém vé chat
lwong chim séc gido duc ctia 1ép minh phu trach.

g. Ngoai nhiém vu trén con thuc hién cdc nhiém vu khac do Hiéu trudng phan

cong.
STT Ho va tén Ngay, Trinh d0 | Chitc vu | Phan  cong
thang, nam giang day
sinh
1 | Truong Thi Hong Lién | 06/01/1974 | Paihoc | Gido vién | GVCN lGp
5—6tubi C1

2 | Pao Thu Phuong 15/05/1980 | Paihoc | Gido vién | GVCN l6p
TPCM1 | 5-6 tudi C1

3 | Nguyén Thi Thiy Lién | 08/11/1989 | Paihoc | Gido vién | GVCN 16p
TTCM 1 | 5-6 tubi C2

4 | Hoang Thi Thu 25/02/1985 | Paihoc | Gido vién | GVCN 16p
5-6 tudi C2

5 | Pham Thi Tham 25/06/1979 | Paihoc | Gido vién | GVCN 16p
TTCM 2 | 4-5 tudi B1

6 | Lé Thi Hong 28/08/1981 | Cao dang | Gido vién | GVCN 16p
4- 5 tudi B1

7 | T6 Thi Hoai 23/11/1986 | Cao dang | Gido vién | GVCN l6p
TPCM 2 | 4-5 tubi B2

8 | Nguyén Thi Kim Tuyét | 02/01/1985 | Cao dang | Gido vién | GVCN 1dp
TTND 4- 5 tudi B2

9 | Nguyén Thi Thiy 20/08/1990 | Daihoc | Gido vién | GVCN 16p




3-4 tubi Al

10 | Vi Thi Van Anh 29/08/1987 | Cao déng Gido vién | GVCN 16p
BTDTN 3- 4 tudi Al
11 | Ty ThiBa 18/07/1987 | Paihoc | Gido vién | GVCN lop
3-4 tubi A2
12 | Nguyén Thanh Huyén | 02/01/1992 | Paihoc | Gido vién | GVCN l6p
3-4 tuBi A2
13 | Pham Thi Lanh 05/07/1983 | Paihoc | Gido vién | GVCN 16p
CTCPH 3-4 tubi A3
14 | Nguyén Thi Huyén 27/05/1982 | Paihoc | Gido vién | GVCN 16p
3-4 tudi A3
15 | Tran Thi Lan Hwong | 14/10/1968 Trung | Gidovién | Nhém tré
cap 24-36 thang
D1
16 | Nguyén Thi Bich Lién | 25/04/1968 Trung | Gidovién | Nhém tré
cap 24-36 thang
D1
17 | Nguyén Thi Thoan 10/04/1991 | Paihoc | Gidovién | Nhém tré
24-36 thang
D1
18 | Nguyén Thi Ha 29/08/1986 | Cao dang | Gidovién | Nhém tré
24-36 thang
D2
19 | Nguyén Thi Vy 20/10/1979 | Cao déng Giao vién Nhém tré
24-36 thang
D2
20 | Vii Thi Hang 10/03/1968 Pai hoc | Giao vién Nhém tré
24-36 thang
D3
21 | Pham Thi Phuong 29/11/1983 | Paihoc | Gidovién | Nhém tré
24-36 thang
D3

6. Phdn cong tO chuyén mén
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