PHONG GD&PT HUYEN PIEN BIEN ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG MN XA THANH XUONG Péc 1ap - Tw do - Hanh phiic
$6: 57 /QP-HTTrMN Thanh Xwong, ngay 02 thang 8 ndam 2021
QUYET PINH

Vé viéc phan cong nhiém vu cian b, CCVC trwong mam non x3 Thanh Xwong
Nam hogc 2021- 2022

HIEU TRUONG TRUONG MAM NON THANH XUONG

Can cir vao diéu 10 Théng tw s6 52/2020/TT-BGDPT ngay 31 thing 12 ndm
2020 cua B¢ truong Bo Gido duc va Pao tao Thong tu ban hanh Piéu lé T ruong
mam non quy dinh nhiém vu va quyén han ciia hiéu trieong;

Can cir OD s6 1796/0D — UBND ngay 20/8/2021 Qb ban hanh ké hoach thoi

gian ndam hoc 2021- 2022 doi véi gido duc mam non, gido duc phé théng va gido
duc thuong xuyén trén dia ban huyén Pién Bién,

Can cir vao ké hoach nhiém vu nam hoc 2021 — 2022 cia truong mam non Xa
Thanh Xuong — huyén Dién Bién;

Xét d@é nghi ciia bé phdn chuyén mon truong mam non xd Thanh Xurong.
QUYET PINH:

Piéu 1: Phan cong nhiém vu, quyén han, thuc hién cac cong viéc cu thé cua
can b9, cong chirc, vién chirc truong mam non xa Thanh Xuong — huyén Dién Bién

( C6 phan cong kém theo)

Picu 2: Can bd, cong chirc, vién chirc thudc trudng mam non x& Thanh
Xuong cé trach nhiém, tham muu xay dung ké hoach t6 chirc thuc hién nhiém vu
dugc phan cong va thyc hién nhiém vu khac khi c6 yéu cau cta ban giam hi¢u nha
truong.

Piéu 3: Quyét dinh ¢6 hiéu luc ké tir ngay ky; cac can by, cong chirc, vién
chirc truong mam non xXa Thanh Xuong c6 tén trong danh sach ghi tai di€u 1 chiu
trach nhi€m thi hanh quyét dinh nay./.

Noi nhdn:

- Phong GD&DT Huyén Dién bién(B/c) - 2

- Nhu didu 3(dé thuc hién) HIEU TRUONG

- Luu Nha truong

Trinh Thi Huyén



PHAN CONG NHIEM VU ‘ )
£)ONG CHUC, VIEN CHUC TRUONG MAM NON XA

JHANH XUONG NAM HOC 2021-2022
G@guyét dinh so: 57/0P-HTTrMN ngay 30 thang 8 ndam 2021

1. P/c Trinh Thi Huyén — Hiéu truéng

Chiu trach nhiém trudc truéng phong GD&DPT huyén Dién Bién, quan ly
diéu hanh, kiém tra cac hoat dong gido duc cua nha truong.

La bi thu chi B truong MN x& Thanh Xuong, phu trach cong tac Cong doan
Vécéctéchﬁcchhﬂluj,Xﬁh@icﬁanhatrubng.

Phéan cong nhiém vu cho cac phé hiéu trudng, to chuyén mon, chi dao kiém
tra d6n ddc, phodi hop cong tac d6i véi cac pho hiéu truong.

Phu trach Cong tac tu tuong thi dua, khen thuong - Cong tac tai chinh, co sé
vat chat, nudi dudng. Panh gid xép loai vién chiic, cong tac kiém tra, giai quyét
don thu khiéu nai, t6 cdo, cong tac khuyén hoc.

Chi dao diéu hanh cong tac thanh tra, kiém tra ndi bo - Théng ke, phé cap.
Pho cap mau gido 5 tudi - Xa hoi hoa gido duc. Cong tac Pang, chinh quyén - T
chtrc can bg. Chi dao cac hoat dong phong trao, cac cudc van dong...

Du gio hodc dung 16p 2h/1tudn

2. P/c Pham Thi Nam Hong — PHT — Chi tich hdi dong truwong

Gitp hiéu trudng chi dao cac linh céng tac

Phu trach chi dao diéu hanh cdng tac chuyén mén miu gido bé, maiu gido
nhd&, 16p mau gido ghép.

Phu trach phong tin, cong nghé thong tin, cac bai viét hang thang trén trang wet
cua nha truong, lam bao cao cac hoat dong phong trao, cac cudc van dong. ..

Phu trach cong tac ban trd, cap nhat, theo ddi ché do nudi em, cong tac lao
dong vé sinh tao canh quan moi trudong, tham muu co s& vat chét trang thiét bj nha
truong, phoi két hop véi PHT 2 1am cong tac thong ké, phd cap, phan mém, hoi thi

cac cap...



Chu tich céng Poan, Lam ho so thi dua chinh quyén, cong doan, tong hop
chung phan mém kiém dinh chét luong, Phong trao thé duc thé thao, phdi hop theo
ddi dé& xuit nhu cdu CSVC truong, 16p, xay dung ké hoach bdi dudng thuong
xuyén, nhic nhd vé sinh t, khéi phu trach;

Tham muu cac van ban thudc linh vuc phu trach va cac van ban khi duoc
hi¢u truong phan cong;

Tham gia cong tac thi dua, khen thuong, xur Iy ky luat cong chire, vién chirc.

Phéi hop voi pho hi¢u truong khac dé hoan thanh nhiém vu dugc giao, duogc
ky van ban thudc linh vuc phu trach, chiu trach nhiém truéc hi¢u truéng cong viée
dugc giao;

Pung 16p 4h/1 tuan.

3. b/c Pang Thi Thai Ha — Pho hi¢u truéng.

G1up hi€u trudng chi dao céac linh cong tac

Phy trach diéu hanh cong tac chuyén mon nha tré, mau gido 16n

Phu trach Cong tac théng ke, phé cap, phén mém, Phu trach phong am nhac,
phong trao van nghé, thé thao, hoi thi cac cap. Hang thang tong hop bao cdo thang cla
t6 khoi va bao cao PGD&PT, phan mém CSDL Quéc gia, Misa. .., dé xuat tham muu
co so vt chat t6, khdi, quan 1y nhic nhd vé sinh to, khéi;

Tham muu cdc van ban thudc linh vuc phu trach va cac van ban khi duoc
hi¢u truong phan cong;

Tham gia cong tac kiém tra ché d6 chinh sach can bd, gido vién, nhan vién,
va céc ché do cua hoc sinh;

Phéi hop v&i phé hi¢u trudng khac dé hoan thanh nhiém vu duogc giao, duoc
ky van ban thudc linh vuc phu trach, chiu trach nhiém trudce hi€u trudng cong viée
duoc giao;

Pung 16p 4h/1 tuan.

PHAN CONG NHIEM VU NHAN VIEN
1. P/c Pao Thi Hoa — K& toan (t6 truwéng té6 hanh chinh).
- Thue hién dung chuyén mén, nghiép vu cong tac tai chinh, ké toan, cac ché do

cta can bd giao vién, nhan vién va hoc sinh. Tham muu céc trinh ty, tha tuc mua sam



dau tu trang thiét bi phuc vu cho cong tic CSGD tré, lam chimg tir dn hiang ngay cla
tré, XD canh quan mdi trudng tir cac ngudn quy XHH, theo ddi tai san chung ctia nha
truong va mot sb cong viée duoc giao theo ké hoach va sy phan cong cua Hiéu trudng.
- Kiém nhiém céng viéc van thu
2. Lo Thi Hing — NVPV.

Thuc hién cong viéc don vé€ sinh cac khu vuc nha hiéu b, phong hdi hop,
phuc vu nudc udng cho CBGVNV nhing ngay hoi hop va khach dén truong. CS
cdy canh, vuon rau. Kiém thu kho. Thyc hién cac HP khac khi hiéu trudng giao.

3. Vii Vin Tuyén — Bao vé.

Thue hién day di moi ndi quy, dam bao an ninh, an toan tai san cho nha
truong, thuc hién nhiém vu theo ké hoach va su phan cong cuia nha truong. phu
trach chinh: Cong tac lao dong, thudng xuyén tudi va cit tia ciy trong khu vuc

duoc phan cong.(Tudi vuon rau, cdy canh ngay thir 7, chu nhat)

Danh sdch CBGVNYV toan truong: 44 d/c
Trong d6: BGH: 03 d/c
GV: 38 d/c
Nhan vién: 03 d/c



PH GD&RB A\ YEN PIEN BIEN CONG HOA XA HQI CHU NGHIA VIET NAM
MAM NON 4
TRUADNG MN XA THANH XUONG Doc lap - Tw do - Hanh phic

Thanh Xwong, ngay 02 thang 8 nam 2021
PHAN CONG NHIEM VU CUA GIAO VIEN NAM HQC 2021-2022

sT | Ten | P | TS | 16y enép/ | Coban N GV chii Trinhd) | Nhiém vu kiém nhi¢m (65 | Ghi
. diém | hoc . . Ho tén gido vién o A A . . 2 .
T l6p 16p | sinh lop don tra nhiém chuy&n mon truéng, doan the) cha
1 MG TrEJn 47 Pon X bo Th'; Hoa X DbH MN
Lén A | gtam Lo Thi Loan PH MN
Nong Thi Hong
, MG Trun i o ) Nhung X DbH MN
Lén B | gtam Tran Thi Thu DH MN
Nguyén Thi Thuy DH MN
3 nI}\I/IG,GA T{gr?] 38 Pon « Pham Thi Ngan DPH MN T6 truong MGN
) Lo Thi Pia X PH MN
. MG Trun 28 o y Pham Thu Huong DH MN T6 pho Eo MGN
nhd B | gtdm ‘ i Kiém ho
Tran Thi Huyén X DH MN trg cong tac ban tra
, Nguyén Thi Thu
5 | MGbe | Tun | o | poy x | Huong DH MN
A g tam . ,
Lo Thi Hién X DHMN T6 truébng MGB
. MG bé | Trun 20 Bon . Quang Thi Binh . DHMN -
B g tam Kiém ho
Hoang Thi Dung DHMN tro cong tac ban tra




Nhém

T pho t6 NT, Kiém hd

7 | teA ;tr:r?l 32 Pon Ha Thi Hoan PHMN frg cOng tac ban tra
25 -36T Tran Thi Nhung DHMN
Nhom | . Pham Thi Nhan CDMN
8 tré B - 32 DPon Kiém hd
g tam 1€m ho
25-36T Ludng Thi Thu DHMN trg cong tac ban tra
MGG , Lo Thi Loan DHMN
9 | NhoLé | Poi2 | 37 MGG
n Lé Thi Han PH MN T6 pho CM-MGL
10 | MGB | boi2| 14 bBon Lo Thi Piéng CPMN
NT 25- | ..
11 | 36T | P0I2] 12 bon Trin Thiy Lan DHMN
12 MGL TPl;Ju 40 Pon Vi Thi Xuan DHMN T6 truong MGL
Dinh Thi Thu Hién DHMN
13 rﬁlgu 31 Pon Tran Thi Hang DHMN
MGN Ha Thi Tam DHMN
P Nguyén Thi Hau DHMN T6 pho CM-MGB
Hién DHMN
Nguyén Thi Hai CDHMN
16 N;GiS- ’IE:;-Ju 33 Pon Vi Thi Thanh CbMN
Bui Diéu Thu DHMN
MGG Tong Thi Xua DHMN
17 | Bé | c17 | 32 MGG ofig 1 Auan
Nho Du Kim Tuyén DHMN
18 | NT25- | C17 | 26 Don Lé Thi Bién Thiy DHMN T truong NT




36T Vii Thi Minh
Phuong DHMN

Trai
19| MGG 2 1 MGG Nguyén Thi Anh PDHMN
NT 25- | Trai Lé Thj Yén PHMN
Khéanh Phuong CDbMN




PHAN CONG NHIEM VU BAN GIAM HIEU,
NHAN VIEN NAM HQC 2021 - 2022

Nhiém
Chtrc | Trinh vu n : .
A N Nhiém vu duoc giao Ghi chu
vu do kiém
nhi€ém
Phu trach chi dao chung cac hoat dong cia nha trudong. Phu trach | Day hodc du 2h/
. : A BT chi | to chuc, TD -KT; tai chinh - KH, CSVC, KT ndi bo, Khao thi | tuan tai diém truong P
1| Trinh Thi Huyén HT bH bo Va Kiém dinh CL; PCGDMN tré 5 T; céac cudc van dong, Cong Tuu thay cho t6 truong
tdc Dang, cong tac cong doan khoi MGL (Vii Thi Xuan)
Phu trich CM khdi Bé - Nha- Ghép, cac HD 7
. phong trao, hoi dong truong, Cong taic XHHGD, Diém truong
2 Pham Thi Nam PuT | DH CTCD P4 Tiru, Trai CN 2, céc khoi bé, nhd tai trung tam. XD céc loai Day 4h/
Hong ' ke hoach, tong hop két qua BDTX...Phoi hop lam cong tac tuan
PCGDMNTENT; Thong ké, 7ph€1n mém, xay dung mdi truong,
quan 1y ban tra. Phu trach diém truong Pa Tuu + CN 2
Phu trach CM MGL - nha tré, cac Hb 9
< s - | phong trao, Phan mém PC, CSDL, Diém truong Pa Tuu, C17.
3 E?ng ThiThai | o r | py F;iqgl Phdi hop ciing PHT 1 XD cc loai ké hoach, tong hop két qua Degéih/
a BDTX... Phéi hop véi PHT 1 xy dyng MT, hoi thi...Phy trach
diém truong C17 +Doi 2
4 | bao Thi Hoa t04n TCKT Thu chi ngan sach, XHHGD, ban tru
\ C Yy Nhéan . " ‘A 8
5 | Lo Thi Hang vién TC tin Nhan vién phuc vu: Thu kho
Pham Thi Minh ong tdc Cham soc stre khoe tré
6 1 vy |TCy Cong tac C soc suc khoe tré
Hoal
~ 7w £ Bao Bao vé , dién nudc khu trung tam;
7 | Vi Van Tuyén n A A T a ung tam, |
Vé Cong viéc khac khi hi¢u trudng phan cong




