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PHAN CONG NHIEM VU
BAN GIAM HIEU, THU KY HQI PONG NAM HOC 2023-2024

I. Chirc trach, nhiém vu

Thuc hién theo quy dinh hién hanh, quy ché lam viéc ctia don vi.
I1. Nhiém vu cu thé

1. Hiéu trwong: Ong Mai Xuan Kién

Hiéu truong trudng 1a ngudi chiu trach nhiém to chirc, quan ly, diéu hanh cac
hoat dong va chat lugng gido duc cia nha truong.

1.1. Xay dyng, to chtic bd may nha truong theo quy dinh tai Piéu 9 Thong tu 32
Diéu 18 truong trung hoc; bo nhiém to trudng, to pho; t6 chirc thanh lap Hoi dong
truong theo quy dinh tai diém d, diém e khoan 1 Piéu 10 Thong tu 32 Piéu 18 truong
trung hoc; phan coéng nhiém vu cho Pho Hiéu Truong, To truong chuyén mén, Thu ki
Hoi dong truong, cac ban trong nha trudng. ..

1.2. T6 chirc xay dung chién lwgc, tAm nhin, muc tiéu, quy hoach phat trién nha
truong; quy ché té chire va hoat dong cua nha truong; ké hoach giao duc hang nam cua
nha truong trinh Ho1 dong trudng, cap trén phé duyét va té chirc thuc hién.

1.3. Béo cdo, danh gia két qua thyc hién ké hoach gido duc cua nha truong va cac
quyét dinh cua Hoi dong trudong trude Hoi dong truong va cac cap co tham quyén.

1.4. Thyc hién quan 1y gido vién, nhan vién; ky hop dong lao dong, tiép nhan,
diéu dong gido vién, nhan vién; quan ly chuyén mon, cac hoat dong gido duc, co s& vat
chét nha truong; phan cong cong tac, kiém tra, danh gia xép loai gido vién, nhan vién;
thuc hién cong tac khen thuong, ky luat dbi voi gido vién, nhan vién theo quy dinh cia
phép luit.

1.5. Quan Iy hoc sinh va cac hoat dong cua hoc sinh do nha truong t6 chue; xét
duyét két qua danh gia, xép loai hoc sinh, ky md s6 hoc ba, xac nhan hoc ba cu01 cap,
ky x4ac nhén hoan thanh chuong trinh cua truong pho thong cé nhiéu cap hoc, cap gidy
chtrng nhan hoan thanh chwong trinh gido duc phd thong cho hoc sinh trung hoc phd
thong (néu cd) va quyét dinh khen thudng, ky luat hoc sinh; xac nhan viéc tiép nhan
hoc sinh.

1.6. Quan 1y tai chinh va tai san cta nha truong; co so dit liéu qubc gia vé gido
vién, nhan vién, hoc sinh.

1.7. Thuc hién cac ché do chinh sach ciia Nha nuée ddi voi gido vién, nhan vién,
hoc sinh; thuc hién quy ché dan chu, trach nhiém giai trinh ctia nguoi ding dau co so
gido duc trong td chic hoat dong cua nha truong; thuc hién cong tdc xa hoi hoa gido
duc cua nha truong; chiu trach nghiém vé van dé truyén thong, thong tin cia nha
truong dén cic co quan cip trén, bao chi. ..



1.8. Chi dao thuc hi¢n cac phong trao thi dua, cac cudc van dong; thuc hién cong
khai d61 v6i nha truong va xa hdi theo quy dinh ctia phap luét.

1.9. Chi dao trién khai cac van ban cip trén lién quan dén cong tac day, hoc, gido
duc cta nha truong; chi dao xay dung k& hoach va chu tri hoi thao do6i méi phuong
phap day hoc va kiém tra danh gia, ...

1.10. Chi dao kiém tra ndi bo truong hoc, boi dudng doi ngli gido vién, nhan
Vién; ki€ém tra cong tac quan ly va chi dao cua 02 Pho6 Higu trudng.

1.11. Chu tri cac cudc hop trong nha trudong; cudc hop véi cha me hoc sinh...
1.12. Tryc lanh dao: Truc chung; tiép cong din ngay thu 2, thir 5
2. Phé Hiéu trwéong: Ba Lé Thi Thi

Nhi¢m vu, quyén han: Nam bat tinh hinh du luan vé nha trudng, gido vién, hoc
sinh kip thoi bao cao véi Hiéu truong; thay mat Hi¢u trudng truc ti€p chi dao, quan 1y
va danh gia va chiu trach nhiém cac nhiém vu sau:

2.1. Tryc tiép quan ly, xay dung cac ké hoach cong tac chuyén mon chung cua
nha truong, phan cong Chuyen mon, phu trach cong tac doi méi phuong phap day hoc,
kiém tra danh gia; chi dao t6 Vin phong, Thiét bi, Thu vién, Y té; phu trach cac t6 bo
mon Vit ly, Ngit van, Lich su-GDCD, Dia 1y, Tleng Anh; Ban tu van tam 1y hoc
duong.

2.2.Trién khai diéu hanh, kiém tra, tham gia cac hoat dong chuyén mon cua cac t6
trén nhu: Sinh hoat chuyén mén, hoi thao, thao giang, day t6t, du gio; thi giao vién day
gidi cp truong, cap tinh; phy dao hoc sinh yéu kém trong nha truong; kiém tra hd 50
chuyén mén ciia gido vién céc to trén; luu giit cac van ban, s6 sach ho so lién quan vé
chuyén mén nha truong. Quan 1y viéc st dung, diéu hanh phong vi tinh, may tinh
bang; phu trach cong tac kiém tra dinh ky cac khéi, thi thir ciia hoc sinh 16p 12; cong
tac kiém tra ndi bod truong hoc linh vuc dugce giao phu trach.

2.3. Phu trach cac cudc thi cua gido vién va hoc sinh nhu cudc thi thiét ké bai
giang dién t, IOE, OTE...Phu trach cau lac bd: Tiéng Anh, Van hoc; cbng tac hudng
nghiép, phan ludng hoc sinh sau THPT.

2.4. Phy trach cong tac tuy@n truyén; Office 365; hoc ba dién tir ctia hoc sinh; co
sO dir liéu quoc gia vé hoc sinh; duyét bai trang Website cua truong.

2.5. Ky xac nhén s0 dau bai, so diém va hoc ba khoi 11; ho so chuyén truong di
cua HS céc 16p; ky ho so ky thi tot nghiép THPT.

2.6. Thyc hién cac nhiém vu khac khi Hiéu trudng ity quyén, phan cong.
2.7. Truc lanh dao: Ngay thiwr 2, 4, 6.

- Thay mit Hiéu truong xt 1y nhitng cong viéc khi Hiéu trudong vang mat; lam
Viéc Vi cha me hoc sinh khi hoc sinh vi pham ndi quy.

- Kiém tra nim bat, chi dao thuc hién sinh hoat 15 phut cia GVCN, v¢é sinh
truong 16p, né nép hoc tap cua hoc sinh cac khoi 16p; viée thuc hién cac quy dinh, ndi
quy cua gido vién, nhan vién, hoc sinh...

- Tiép cong dan ngay thi 4, thi 6.
3. Pho Hiéu truwéng: Ong Thai Cong Canh
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Nhiém vu, quyén han: Nam bt tinh hinh du luan vé nha trudng, gido vién, hoc
sinh kip thoi bao cao véi Hi€u truong; thay mat Hi¢u trudng truc ti€p chi dao, quan 1y
va danh gia va chiu trach nhiém cac cdng viéc sau:

3.1. Phy trach Cong doan nha truong; phu trach cong tac Doan thanh nién, Ban
Van thé, Ban lao dong; phu trach cac to6 Toan, Hoa, Sinh, Tin hoc, Thé duc va GDQP,
Ban Hoat dong ngoai gio 1én 16p; Hoat dong trai nghiém, hudng nghiép cua hoc sinh.

3.2. Phu trach chi dao va kiém tra cong tac day hoc ting cuong trong nha truong
va day thém hoc thém ngoai nha truong; xay dyng ké hoach chi dao va kiém tra viéc
boi dudng hoc sinh gioi cac cap, cudc thi KHKT, STEM... Phu trach cau lac bo: Nang
khiéu, STEM;

3.3. Kiém tra hd so chuyén moén cua gido vién cac td trén; trién khai td chiec,
tham gia cac hoat dong chuyén moén cac td trén nhu hoi thao, thao giang, day tdt, du
gi0,...ctia cac tO phu trach; ky x4c nhan s6 dau bai, so diém va hoc ba khéi 10; cong tac
kiém tra ndi bd truong hoc linh vuc dugc giao phu trach.

3.4. Quan Iy co sé vat chat nha trudng; chi tri ban giao co sé vat chat cho cé4
nhan, t0, bd phan vao dau nam, cudi ndm hoc; chi dao chuan bi co s vat chat cho cac
budi Khai giang, Tong két, Hoi hop...Cong tac phong chay chira chdy, ctru h cuuws
nan; quan 1y loa mdy, dién dai, cong tac trang tri; phong truyén thong nha truong.

3.5. Phu trach cong tac thi dua khen thuéng nha truong; cong tdc xay dung
truong chudn qudc gia; cong tac khuyén hoc, Hoi chit thap dé ctia nha truong.

3.6. Thyc hién cac nhiém vu khac khi Hiéu truéng uy quyén, Phan céng.

3.7. Truc lanh dao: Ngay thir 3, 5, 7.

- Thay miat Hiéu truong xir 1y nhitng cong viéc khi Hiéu truong vang mat; lam
viéc v&i cha me hoc sinh khi hoc sinh vi pham noi quy.

- Kiém tra nam bat, chi dao thyc hién sinh hoat 15 phut GVCN, vé sinh truong
16p, né nép hoc tap cua HS cac khoi 16p; viéc thuc hién cac quy dinh, ndi1 quy cua gido
vién, nhan vién, hoc sinh...

- Tiép cong dan: Ngay th 3, thir 7.

4. Thu ky Hdi dong: Ong Tran Ngoc Giang Chau

Nhiém vu va quyén han

4.1. Ghi bién ban cac cudc hop: Hop Lién tich, Hoi dong giao duc nha trudng,
Hoi dong thi dua & khen thudng, Ho1 dong ky luat, hop Ban dai dién cha me hoc sinh
va cac cudc hop khac khi Hiéu truong chu tri hoac uy quyén.

4.2. Xép thoi khoa biéu cac 16p hoc chinh khéa, Boi dudng hoc sinh gioi, day hoc
tang cuong, On thi ky thi THPT...Phu trach co s¢ dir li€u quoc gia vé hoc sinh, phy
trach phan mém quan 1y hoc sinh trén Vn.edu.

4.3. Lén ké hoach tuan, thang & bang ké hoach, ghi va dan cac théng béo & cac
bang thong bao va xda cac thong tin da hét hi¢u lyc.

4.4. Soan thao va luu van ban cua nha truong: nghi quyét Hoi dong gido duc
thang, tuan, bién ban hop H1 dong, thi dua, khen thudng, ky luat; soan thao céc loai
van ban bdo cao S¢ va Huyén (phoi hop voi Ban chuyén mon, Van phong); soan thao
cac loai biéu mau.
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4.5. Chuan bj phong hop va chuong trinh cho cac cugc hop: Hop Hoi dong giao
duc nha truong, Ho1 dong ky luat, Ho1 dong thi dua, Ho1 dong khoa hoc, hop Ban dai
dién cha me hoc sinh truong va cac cudc hop khac khi Hi¢u trudng yéu cau.

4.6. Theo ddi thong ké cac tiét day tbt, thao giang, hoi giang; theo doi va tong
hop ché do du gio cua gido vién cac t6; thong ké bao cdo cac sd liéu khi Ban Giam
hiéu c6 yéu cau.

4.7. Cham bai kiém tra tric nghiém; diéu tra thong tin huéng nghiép, phan ludng
cua hoc sinh sau tot nghiép THPT.

4.8. Chuan bi hd so, diéu kién kiém tra dinh ky va tuyén sinh, ky thi t6t nghiép
THPT...

4.9. Thuc hién cac nhi€ém vy khéc khi Hi¢u trudng phan cong

Trén day la phan cong nhiém Vulcﬁa Ban Giam hiéu, Thu ky Hoi déng nam hoc
2023-2024 cua truong THPT Tran Qudc Tuan.

Noi nhin: HIEU TRUONG
- S6 GD&DT; Paky)
-BGH, TTCM, GV, NV; Mai XuaN Kién

- Luu VP.



