CONG HOA XA HQI CHU NGHIA VIET NAM

UBND PHUONG UONG BI
Poc lap - Tu do - Hanh phic

TRUONG TIEU HOC QUANG TRUNG

S4: 64/QD-THQT Uéng Bi, ngay 29 thang 01 nam 2026

QUYET PINH

Ve viée diéu chinh phin cong nhi¢m vu
Hiéu trwéng va cac pho Hi¢u truong nam hoc 2025-2026

HIEU TRUONG TRUONG TIEU HQC QUANG TRUNG

Céin cir nhiém vu va quyén han cua Hi¢u truong quy dinh tai Diéu I¢ truong
tieu hoc ban hanh kém theo Thong tu 54 28/2020/TT-BGDPT ngay 04 thang 9

nam 2020 cua Bo Giao duc va Dao tao,

Cén cir Théng tw s6 20/2023/TT-BGDDT ngay 30 thang 1 0 nam 2023 cua
Bo Gido duc va Dao tgo, hwong dan danh muc khung vi tri viec lam va dinh muc

s6 lwong nguoi lam viéc trong cac co so gido duc phé thong cong lap;

Can cu Thong tu 56 05/2025/TT-BGD DT ngay 07 thang 3 nam 2025 ban
hanh quy dinh vé ché do lam viéc doi voi gido vién phé théng, du bi dai hoc;

Can cir Quyét dinh so ' 802/0P-UBND ngay 15/10/2025 cia Uy ban nhan dan
phuong Udng Bi vé viéc sap nhap truong Tiéu hoc Quang trung va truong Tiéu
hoc Lé Loi thanh truong Tiéu hoc Quang Trung;

Can cu Quyet dinh so 828/QD UBND ngay 15/10/2025 cua Uy ban nhan dan
phuong Udng Bi vé viéc diéu dong va b6 nhiém cé thoi han ba Nguyéen Thi Huyén

giir chirc vu Hiéu truong truong Tiéu hoc Quang Trung;
Cdn cir vao tinh hinh thue té cia nha truong;

QUYET PINH:

Piéu 1. Nguyén tiac phan cong va thue hién cong tic cia Hiéu trudéng va
Pho Hiéu truong

1. Hiéu truong chiu trach nhiém toan dién trude trude lanh dao cac cap veé
thuc hién chuc nang, nhiém vu, quyén han cta Hiéu truéng theo quy dinh tai Piéu
lé truong Tiéu hoc.

2. Cac pho Higu truong truong giup Hi€u truong chi dao, thuc hién tung
linh vuc céng tac va theo ddi mot so to chure, doan thé trong nha truong dugce Higu
truéng phan cong; duoc st dung quyén han ctiia Phé Hiéu truong dé giai quyét
mot s6 cong viéc, chiu trach nhiém trude Hiéu trudng vé cac quyét dinh ctia minh.
Pbi v6i nhitng van de quan trong, phtrc tap hoac dot xuat phai xin y kién Hiéu

truong trude khi quyét dinh.

3. Ngoai cac nhiém vy, linh vuc cong téc cu thé duge phan cong tai Quyét
dinh nay, cac Pho Hi€u truong con thuc hién mdt so6 nhiém vu khac do Hiéu
truong phan cong. ‘
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4. Trong qua trinh giai quyet cong viéc, cac Pho Hiéu truong ph01 hOp, trao
doi véi Hi¢u trudng va cac to chirc trong nha truong dé thuc hién cong viéc sao

-
cho ¢6 hiéu qua, diing ké hoach.

5. Hiéu truong va cac Pho Hi¢u truong khong lam thay cac cong viéc da
phén cap hoic thude trach nhiém giai quyét cua cac to chuyén mon, to vin phong
va cua can bd, gido vién, nhan vién.

6. Hang thang, khi can thiét, Hiéu truong to chirc hop Lanh dao nha truong
dé thong nhét cong viée chi dao, két qua thuc hién, cac van dé dang vuong mac
hodc cdc cong tac khac ma Hiéu trudng thiy can trién khai t&i toan thé can bo,
130 vién, nhan vién nha trudng.

7. Su thong nhat y kién cua Hiéu trudng va cac Phé Hiéu truong duoc thé
hién trong bién ban hop Lanh dao nha truong thuong ky va dot xuat (néu co).

Dicu 2. Piéu chinh phan cong nhiém vu
1. Pong chi Nguyén Thi Huyén - Hidu truong

- Chi dao chung; chiu trach nhiém chung toan dién trudc Lanh dao cap trén
vé moi hoat dong cua nha truong.

- Truc tlep phan cong nhiém vu cho cac Phé Hiéu trudong, gido vién, nhan
vién va nguoi lao dong trong nha trudng.

- Truec tiép chi dao:

Cong tac nhan su; ~cong tac kiém tra noi bo; cong tac tai chinh, diéu hanh str
dung ngan sach duogc cap; ché do, chinh sach cho CB GV NV va HS; co s¢ vat
chat; sap xép, phan cong cong viée; phat trién doi ngi; cong tac Thi dua - Khen
thuong; Ky luat; cong tac cong khai; cong tac truong chuan quoc gia va kiém dinh
chat luong truong tiéu hoc; ké hoach phat trién nha truong; ké hoach giao duc; ké
hoach thuc hién nhiém vu nidm hoc; ké hoach danh gia truong chuan quoc gia va
kiém dinh chat luong gido duc cua toan truong; ké hoach tai chinh ngan- trung- dai

han giai doan 2025-2030; ké hoach tai chinh 2025; cac dé 4n xi hoi hoa: phoi hop,
giam sat hoat dong cua Ban dai dién CMHS truong.

- Thuc hién bao cdo nha truong va du thao ké hoach cong tac thang sau;
chuong trinh ké hoach cong tac thang; két luan hop nha truong hang thang.

- Chi dao cong tac cua to vin phong.

- Quan ly va chi dao viéc hoan thién, bo sung hd so vién chirc hang nam cua
CB, GV, NV (luu trir tai tu Minh ching).

- Truc cac ngay trong tuan.
- Day 02 tiét/ tuan tai diém trudng.

- Sinh hoat chuyén mon tai to 1.
2. Pong chi Ngé Thi Hué — Phé Hié¢u truong

- Chiu trach nhiém chi dao cong tac chuyén mon (ky duyét ho so: KHGD

moén hoc; Ho so chuyén dé; KH hoat dong t0 CM; bdo giang; Dé KTPK:
KTNB,...) to 2&3 tai tru so.

- Truc cac ngay trong tuan.
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- Giang day 02 tiét/ tuan (ké tir ngay 15/10/2025 theo Quyét dinh cua
UBND phuong).

- Sinh hoat chuyén mén tai to 2&3.

- Thay mat Hi¢u trurong khi duoc uy quyén.

- Thue hién cac nhiém vy khac do Hiéu truong phéan cong.

3. Dong chi Nguyén Thi Mo- Phé Hiéu frruong

- Chiu trach nhiém chi dao cong tac chuyén mon (ky duyét ho so: KHGD
mén hoc; HO so chuyén dé: KH hoat dong to6 CM: béo giang; bé KTDK;
KTNB...)to 1 tai tru so.

- Phu trach chi dao chung cong tac thi dua- khen thudng; danh gia xép loai
vien chire hang nam; dénh gia chuan nghé nghiép hang nam déi véi gido vién tai
Iru so.

- Xay dung ké hoach, chi dao thuc hién cong tac tu van HS; ké hoach to chirc
cac hoat dong tir thién, nhan dao; xa hoi hda: cong tac y té; vé sinh an toan thuc pham;
cong tac ban trl; cong tac hoat dong ngoai gior 1én lop, ngoai khéa; cong tac Do1; cong
tac hoc sinh (ATGT; ANTT, ATTH; PCCC):; cong tac phap luat; phap ché; phong
chéng th\am nhing; cac cudc van dong, chan chinh day thém ‘h(,)c tbém; khuyén
hoc...; nén nép ra vao 16p ciia GV va HS: xay dung lich truc ban hang tuan cua GV va
truc céng trrong an toan tai tru so.

- Phu trach chi dao gido vién thuc hién ké hoach GD nguoi khuyét tat: cong tac
phé cap; cap nhat si sb hoc sinh; phu trach céng tac hoc sinh chuyén dén, chuyén
di; cong tac tuyén sinh; cong tac tiép cong dan; cong tac giao vu, cong tac hoc sinh
tai tru so.

- Xay dung thoi khéa biéu va phan cong GV day thay (khi gido vién xin
nghi, giao vién day thém gio va cdc céng viéc dt xuat khi dwoc Hiéu truong dong
y) tai tru so.

- Phu trach chi dao cédc cudc thi (tim hiéu; viét: ve, cac cugc thi va hoat
dgng van héa van nghé, thé duc thé thao ciia HS va GV) toan truong,

- Truc cac ngay trong tuan tal tru so.

- Giang day 4 tiét/ tuan tai tru so.

- Sinh hoat chuyén mén tai td 1.

- Thay mat Hiéu truong khi duge iy quyén.

- Thuc hién cac nhiém vy khac do Hiéu truéng phan cong.

4. Dong chi Trinh Thi Thu Binh- Phé Hiéu truéng

- Tham muu Hiéu trudng bao cdo SO két: téng két nérq hoc; phu trach chi
dao boi dudng thuong xuyén; xay dung ké hoach truong chuan qudc gia va kidm
dinh chat lugng giao duc toan truong.

- Phu tréch chi dao t6 cong nghé thong tin va to truyén thong; kiém duyét
bai dang cac trang mang (facebook; Website trudng); cong tac thong ké, tdng hop,
tac chuyén doi so, chi dao t6 CNTT; chi dao to chirc cac cude thi trén mang
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Internet; chi dao day hoc truc tuyén; kho hoc li¢u; OLM; hoc10.nv; chi dao hoat
dong CLLB GDKN CDS; bao cao SMAS toan truong.

- Tham muu Hiéu trudng veé ho so, phu trach cong tac cong khai; cong tac
thue hién quy ché dan chu toan trudng.

- Chiu trach nhi¢ém chi dao cong tac chuyén mon (KHGD mon hoc; HO so
chuyén dé; KH hoat dong to CM; bé KTPK; KTNB ...) t0 4&5 tai tru s0.

- Ghi chép bién ban hop Lanh dao nha truong, Ky chu toa sau moi cudc hop.

- Chi dao thu thap minh chimg céc tieu chuan 1;2;3:4;5 tai tru so.

- Phu trach chi dao cong tac thiét bi; co so vat chét, chi dao gido vién thuc
hién so nhat ky str dung cac phong hoc b mon tai tru so.

- Phu trach chi dao cong tac ban giao chét luong HS cudi nam hoc tai tru so.

- Quan tri ho so vién chirc cuia CBGVNV thudc Tru so (phan mém)).

- Truc cac ngay trong tuan tai tru so.

- Giang day 4 tiét/ tuan tai tru so.

- Sinh hoat chuy&n mon tai t0 4&5.

- Thay mat Hiéu truong khi duoc uy quyen.

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

5. Pong chi Ho Thi Khanh Linh - Pho Hiéu truong

- Chi dao chung; chiu trach nhiém chung toan dién trudc Hiéu truong ve
moi hoat dong tai diém truong.

- Chiu trdch nhiém chi dao cong tac chuyén mén (KHGD moén hoc; Ho so
chuyén dé; KH hoat dong t6 CM; Dé KTPK; KTNB ...) t04&S5 tai diém truong,

- Tham muu truc tiép cho Hiéu trudng: Ké hoach thuc hién nhiém vu nam
hoc; Ké hoach glao duc; cong tac klem tra ndi bod; td gido vién cot can; Hoi thi

giao vién day gioi, GVCN lop gior; viét chir va trmh bay bai dep; cac ky kiém tra
cua hoc sinh; giao luu hoc sinh nang khiéu céc cap cho hoc sinh toan trudng.

- Xay dung thoi khoa biéu va phan cong GV day thay (khi giao vien xin nghi,
gzao vién day thém gio va cac cong viec dot xuat khi dwoc Hiéu truong c‘z’ong y) tai

diém truong.
- Truc cac ngay trong tuan.
- Giang day 4 tiét/ tuan.
- Sinh hoat chuyén mon tai t0 4&S.
- Thay mat Hiéu truéng khi dugce uy quyen.
- Thuc hién cac nhiém vu khac do Hiéu truong phan cong.

6. Dong chi Nguyén Thi Hai - Phé Hié¢u truong

- Chiu trich nhiém chi dao cong tac chuyén mén (KHGD mon hoc; HO so
chuyén dé; KH hoat dong t6 CM; Pé KTPK; KTNB ...) to 1; to 2&3 tai diém
truong.
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- Xay dung ké hoach, chi dao thuc hién cong tac tur van HS: ké hoach to chirc
cac hoat dong tir thién, nhan dao; xa hoi hoa; cong tac y té; vé sinh an toan thuc pham:
cong tac ban tru; cong tac hoat dong ngoai gidr 1én 16p, ngoai khoa; cong tic Doi; cong
tac hoc sinh (ATGT; ANTT, ATTH; PCCC); cong tac phap luat; phap ché: phong
chong tham nhiing; cac cudc van dong, chan chinh day thém hoc thém: khuyén
hoc...; nén nép ra vao l6p cia GV va HS; xay dung lich truc ban hang tuan ctia GV va
trure cong trudng an toan tai diém truong.

- Phu trach chi dao gido vién thuc hién ké hoach GD nguoi khuyét tat; cong tac
phd cdp; cdp nhat si s6 hoc sinh: phu trach cong tac hoc sinh chuyén dén, chuyén
di; cOng tac tuyén sinh; cong tac tiep cong dan; cong tac gido vu, cong tac hoc sinh
tar dieém truong.

: - Phu trach chi dao cong tac thiét bi; co s& vat chat, chi dao giao vién thuc hién
sO nhat ky str dung cac phong hoc bd mén; chi dao cong tac ban giao chat luong HS
cudi nam hoc; quan tri ho so vién chirc cia CBGVNV tai diém truong (phcfn mém).

- Phu trach hoat dong ctia Thu vién so: cap nhat ho so trén Chinh quyén dién tu;
chi dao thuc hién ky luat, ky cuong, dao duc cong vu, cac ndi quy cuia CBGVNV
danh gid, phu trach ho so theo bd tiéu chi vin hda truong hoc toan truong.

- Phu trach chi dao cong tac théng ke, téng hop, bdo cdo Smas tai diém truong

- Chi dao thu thap minh ching céc tiéu chuan 1;2;3:4:5 tai diém truong.

- Truc cac ngay trong tuan.

- Giang day 4 tiét/ tuan tai diém trudng.

- Sinh hoat chuyén mén tai t6 2&3.

- Thay mat Hiéu trudng khi duoc vy quyén.

- Thuce hién cac nhiém vu khac do Hiéu truéng phan cong.

Piéu 3. Hiéu lwe thi hanh

Quyét dinh nay c6 higu luc thi hanh ké tir ngay ky va thay thé cac Quyét
dinh trudc day.

Hiéu truong, Phé Hiéu trudng, to chuyén mén, céc to chirc, doan thé va tap thé
can bo, giao vién, nhan vién nha truong chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhan: HIEU TRUONG
-HT, PHT(th/h);
- TTCM, GV, NV(biét):

- Website;
- Luu: VT, NT.




