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QUYET DINH

Vé viéc phan cong cong tac cia Hiéu trudng va cac phé Hiéu trudng
Nam hoc 2025-2026

HIEU TRUONG TRUONG TIEU HQC QUANG TRUNG

‘/ Can cur nhiém vu va quyén han cua Hiéu truong qui dinh tai Dicu l¢ truong
tieu hoc ban hanh kem theo Thong tw s6 28/2020/TT-BGDPT ngay 04 thdng 9
nam 2020 cua B¢ Gido duc va Pao tao;

Can cir Thong tu s6 20/2023/TT-BGDPT ngay 30 thang 10 ndm 2023 cia
Bo Giao duc va Dao tao, huong dan danh muc khung vi tri vi¢c lam va dinh mic
so luong nguoi lam viéc trong cac co so giao duc pho thong cong lap,

Can cuw Thong tu 5o 05/2025/TT-BGD DT ngay 07 thang 3 nam 2025 ban
hanh quy dinh vé ché do lam viéc doi voi giao vién pho thong, dw bi dai hoc,

Cén cir Quyét dinh s6 802/QD-UBND ngay 15/10/2025 cua Uy ban nhan dan
phuong Uong Bi vé viéc sap nhap truong Tieu hoc Quang trung va truong Tiéu
hoe Lé Loi thanh truwomg Tiéu hoe Quang Trung,

Cin cir Quyét dinh 50 828/QD-UBND ngay 15/10/2025 cia Uy ban nhan dan
phuong Uong Bi vé vige dieu dong va bo nhi¢m cé thoi han ba Nguyén Thi Huyén
giir chire vu Higu truong truong Ticu hoc Quang Trung,

C'an cir vao tinh hinh thuc 1¢ cua nha lruong,;

QUYET DINH:

Pi¢u 1. Nguyén tac phan cong va thye hién ¢ong tac cia Hi¢u trudng va
Pho Hiéu trudng
|, Hiéu trudmg chiu trach nhigm toan dign trude trirde 14nh dao céc cap ve
thue hién chirec nang, nhigm vuy, quycr han cua Hiéu trirng theo quy dinh tai Dicu
» pu—y
I& trudmg Tieu hoc.
2. Che pho Higu truong ruang giup Hheu tridmg chi dao thue hién timg
sy / | 4 5 1 4 A v A ¢ A : v ' A
[inh vue cong tac va theo doi mot 50 1O chire, doan theé trong nha truong duge Higu
7. / %7 y 74 ’ vl | L l‘ \/ 11 WS ‘A / .2) A ’:'
tru/m,; p,h,m (,’(,m;z,, d’mﬂ,/.,u d"‘,’f“ (llf}’%n h.:t{l Cua ,l ho UIQU Lruong dé glai quyel
mot 80 cong viée, chiu trach nhicm trude Hic rirong vé cic quyét dinh cua minh.
f 4 . ;, ’/ ‘ /. pe ’ . \ L ¥ 7% /3 | ,. £ | .’:’ ' A
1201 vi nhimg el (}L quan trong, phirc tap hofic dot xudf phai xin y kién Higu
trisdmy, trude khi quyét dinh.,
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) vu, linh vuc cong tac cu the
A nhiem VU

3. Ngoai cac nhien
hién mot sO 1l

dinh nay, cac Phé Hieu truong con thuc
rrong phél hop, trao

trudng phan cong.
hién cong VI€C S5a0

4. Trong qud trinh gial guyét C
doi véi Hidu truong va cac to chuc
cho ¢6 hiéu qua, dung ké hoach. :

; .. cong viéc da

ong viéce, cac Pho Hicu t
trong nha truong de thuc

5. Hiéu trudong va cac Phé Hiéu truc ,,
phan cap hodc thuoc trach nhiém giai quyét cua cac to chuyen moil,
va cua can b, gido vién, nhan vien.

6. Khi can thiét, Hiéu truong to chirc hop Lanh dao
nhét cong viéc chi dao, ket qua thyc hién, cac van dée dang V!
cong tac khac ma Hieu trudng thay can trién khai tGi toan the ca
nhan vién nha truong.

7. Su thong nhat ¥ kién ctia Hiéu trudng va cac Phé Hi€u }ruépg dugc the
hién trong bién ban hop Linh dao nha truong thuong Ky va dot xuat (néu co).
ciia Hiéu trudmg va cac Phé6 Hiéu truong

théng

nha truong de
c cac

uéng mac hoa
n bo, giao vien,

Piéu 2. Phan cong nhiém vu cu the
1. Pong cht’Nguyé:n Thi Huyén - Hi¢u truong
- Phu trach chung; chiu trach nhi¢ém toan dién trudc La

moi hoat dong cua nha truong.
g nhiém vu cho cac Phé Hiéu truong, gido vién, nhan

nh dao cap trén ve

_ Truc tiép phan con
vién va nguoi lao dong trong nha truong.

- Truc tiép chi dao: cong tac nhan su; C
chinh, diéu hanh sir dung ngan sach duoc cap; ché do, chinh sach cho CB GV NV
va HS: co s vat chat; sap x€p, phan cong cong viéc; phat trien doi ngli; cong tac
Thi dua - Khen thuong; ky luat; cong tac cong khai; cong tac truong chuan quéc
gia va kiem dinh chat lugng truong tiéu hoc.

e - Tryc tiép chi dao xay dung cac ké hoach: ké hoach phat trién nha truong
ké ,hoach gido duc; ké hoach thuc hién nhiem vu nim hoc; ké hoach tai chl’nh,
ngan- trung- dai han giai doan 2025-2030; ké hoach tai chinh 2025; .céc dé an x3
hoi hoa; phoi hop, giam sat hoat dong cua Ban dai dién CMHS truong.

- Quan ly ho so vién chirc cia CBGVNYV toan truong.
- Tiép nhén hoc sinh chuyén dén, phé duyét hoc sinh chuyén di.

- Truc céc ngay trong tuan:

ong tac kiém tra not bo; cong tac tai

- Chi dao cong tac ctia to vin phong.

- Day 02 tiét/ tuan; sinh hoat ciing chuyén mon to 1.
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2. Dong chi Ngé Thi Hué — ph Hi¢u truong

- Tham muu truce tie

: \ P cho Hiéu trudm
Thong tu 09; cong t

' g c(‘m¥ tac thye hién cong khai theo
ac thyre hién d |

an chu: cong tac tiep cong dan; cong tac 2120 vu,
- Tham muru tryce tiep cho Hij

A " A ’ 4 3 3 \
G : ¢u truong: tong hgp bao cao nha trudmg va dy
thao ke hoach cong tac thang sau v

a0 ngay 25 hang thang.
- I'Tue cée ngay trong tuan tai tru s¢ chinh.
- Phu trach chinh cong tac chuyén mén tai tru sé chinh.

- Giang day 04 tiét/ tuan; sinh hoat chuyén mon to 2&3.

- Phu trach chi dao chuyén maon, duyét ho so GVCN khdi 2 va glao vién day
Mi thuat

- I'hay mat Hiéu truong khi duoc iy quyen.

- Thue higén cac nhiém vy khac do Hiéu trudng phan cong.

3. Dong chi Ho Thi Khdnh Linh - Phé Hiéu triéng

- Tham muu truc tiép cho Hiéu truong: Ké hoach gido duc nha truong; xay

dung thoi khoa biég, thoi gian biéu toan truong va phan cong GV day thay khi
dugc Hi¢u trudong dong v.

- Truc tiép xay dung bdo cdo so két, tong két ctia nha truong; phu trach
cong tac danh gia, xép loai vién chirc.

- Phu trach chi dao chung cong tac kiém tra ndi bo: cong tac thi dua- khen
thuong toan truong. Chiu trach nhiém chung vé cong tic chuyén mon cta nha
truong (chi dao to giao vién cot can; chi dao cac Hoi thi gido vién day gioi,
GVCN lop gioi cac cap (néu to chirc); chi dao cac ky kiém tra cho hoc sinh).

- Phu trach chinh cong tac chuyén mén tai diém truong.

- Phu trach chi dao chuyén mon, duyét ho so GVCN khéi 5 va g1a0 vién day
Tiéng Anh.

- Giang day 04 tiét/ tuan; sinh hoat chuyén mon to 4&5.

- Truc cac ngay trong tuan.

- Thay mat Hiéu truong khi dugce uy quyé“:n.

- Thuc hién cac nhiém vu khac do Hiéu trudng phan cong.

4. Dong chi Nguyén Thi Hai - Phé Hiéu truéng

- Phu trach chi dao chung cong tac hoc tap boi dudng thuong xuyén.
- Phu trach chi dao chuyén mon; ho trg, GD nguo khuyét tat.

- Kiém tra thyc hién ky luat, ky cuong, dao dic cong vu, cac ndi quy cua

CBGVNYV toan truong... chi dao danh gia, phu trach ho so theo bo tiéu chi van hoa
truong hoc.

- Phuy trach chung chi dao cong tac thong ké, tong hop, bao cdo SMAS.
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- Quan tr1 ho so vién chirc cia CBGVNV (phcfn mem).
) N A 2 . A b A 2 A p ' A ‘
- Phu trach chi dao thue hién tiéu chuan 3:4:5 cong tac kiem dinh.
- Phu trach chi dao cong tac co s& vat chat: cong tac thu vién thiét bi.

- Phu trach chi dao cong tac pho cép. Phy trach bao cao cap nhat si 50 hoc
sinh; phu trach cong tac hoc sinh chuyen den, chuyen di: cong tac tuyen sinh.

- Phu trdch chi dao duy tri nén nép vé: cong tic y té: vé sinh an toan thuc
pham; cong tac ban trd; an toan giao thong; phong chdy chita chdy; cong tac hoat
dong ngoai gio 1én 16p, cong tic Doi, nén nép ra vao lop cua GV va HS tai diém
truong. Quan 1y céc bién ban kiém tra cong tc ban trdi tai diém truong.

- Iruc cac ngay trong tuan.

- Giang day 4 tiét/ tuan; sinh hoat chuyén mén t6 2&3.

- Phu trach chi dao chuyen mon, duyét hd so GVCN khai 3 va gido vién day
T'n hoc; d.c Chién; d.c Tuo.

- Thay mat Hiéu truong khi dugc uy quyen.

- Thuc hién céc nhiém vu khac do Hiéu trudng phan cong.

5. Pong chi Nguyén Thi Mo- Pho Hiéu trudng

- Tham muu cho Hiéu truéng: xay dung céc ké hoach hoat déng ngoai khoa,

hoat dong ngoai gio lén 16p; hoat dong trai nghiém; ké hoach, chi dao thuc hién cong
tac tu van HS; ké hoach to chirc cac hoat dong tir thién, nhan dao; xa hoi hoa.

- Lap bién ban hop Lanh dao nha truong.

- Chi dao cac cudc thi (tim hiéu: viét: vé. cdc cudc thi va hoat dong van hoa
van nghé, thé duc thé thao cua HS va GV).

- Phu trach chi dao ho so gido vién tai cac phong hoc by mon.

- Phu trach chi dao chung toan truong: vé cong tac y té; vé sinh an toan thuc
pham; cong téc ban tru; cong tac hoat dong ngoai gio Ién 16p, cong tac DYi; cong
tac hoc sinh (ATGT ANTT, ATTH; PCCC; phép luat; phap ché; phong chong
tham nhing; cac cudc van dong, chan chinh day thém hoc thém ...); cong tac
khuyén hoc; xdy dung lich truc ban hang tuan ctia GV va truc cong trudng an toan.

- Phu trach tong hop danh sich hoc sinh toan truong, theo doi HSKT; HS ¢6
hoan canh kho khin, HS thudc gia dinh chinh sach; danh sach hoc sinh tham gia

c4c hoat dong phong trao.
- Tong hop, in 50 truc ban gom truc lanh dao nha truong, truc ban tru, trurc
nén nép, truc an toan giao thong bdo cdo Hi¢u truong vao chiéu thir Sau hang tuan.

- Truc cac ngay trong tuan.

_ Phu trach chi dao chuyén mén, duyét ho so gido vién to 1.
- Giang day 4 tiét/ tuan; sinh hoat chuyén mon to 1.

- Thay mat Hiéu truong khi dugc uy quyen.
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- Thue hién cac nhiém vu khac do Hiéu truong phan cong.

6. Dong chi Trinh T hi Thu Binh- Phé Hié¢u truong

.‘u truong cong tac theo doi danh sach va thong tin c4n

rong- Chii tich HD TDG xdy dung ké hoach truong
at luong gi4o duc.

L ¥ ’ : g tac chuyén déi 50, chi dao t6 CNTT; chi dao cong
A€ 10 truyen thong; chi dao t6 chire cic cuoc thi trén mang Internet; chi dao day

hoc truc tuyen; kho hoc ligu; OLM; hoc10.nv; chi dao hoat dong CLB GDKN

CD\S, ung du.ng trj tu€ nhan tao Al trong nha truong; chi dao thuc hién Website
truong; thu vién so.

- Phu tréch theo dbi, kiém duyét viéc tham gia trang Website nha truong.
- Phu trdch chi dao cong tac ban giao chat lugng HS cubi nam hoc.

- Phu trach chi dao thuc hién tiéu chuén 1; 2 cong tac kiém dinh.

- Phu trach chi dao cong tac danh gia chuan HT, chuan NNGVTH.

- Truc céc ngay trong tuan.

- Phu trach chi dao chuyén mon khéi 4, duyét ho so GVCN khdi 4 va hd so
thu vién.

- Giang day 4 tiét/ tuan; sinh hoat chuyén mon t6 4&5.

- Thay mat Hiéu truong khi duoc iy quyén.

- Thuc hién cac nhiém vu khac do Hiéu truong phan cong.
Piéu 3. Hiéu luc thi hanh

Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Hiéu trudng, Phé Hiéu truong, 6 chuyén mén, céc tb chire, doan thé va tap thé
can b, giao vién, nhan vién nha truong chiu trach nhiém thi hanh Quyét dinh nay./.
Not nhan:
-HT, PHT(thh);
- TTCM, GV, NV(biét);
- Website;
- Luu: VT, NT.




