PHONG GD&DT TX PONG TRIEU ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG MAM NON AN SINH A Péc lap — Ty do — Hanh phic

sé LShp-MN An Sinh, ngay 01 thing 08 nam 2019
V/v: Phan cong nhiém vu cu thé
CBGVNV ndam hoc 2019 - 2020

HIEU TRUONG TRUONG MAM NON AN SINH A

Can cir vén ban hop nhét S6: 04/VBHN-BGDDT ngay 24/12/2015 vé
Quyét dinh ban hanh Piéu 1é truong Mam non.

Can ctr Thong tu s6 06/2015/TTLT-BGDDT-BNV ngay 16 thang 3 ndm
2015 cua B¢ Giao duc va Dao tao va B N6i vu quy dinh vé danh myc khung vi
tri viéc lam va dinh mirc s6 lugng ngudi lam viée trong céc co s¢ giao duc mam
non cong lap.

Cén cr vao tinh hinh thuc té cua don vi;

Xét pham chat, dao duc nang luc so trudng, nang luc thuc té cua Can bod
giao vién nhan vién.
QUYET PINH

Diéu 1: Nay phén cdng nhi¢ém vy cu thé cho cén bg, giao vién, nhén vién
nam hoc 2019-2020 gom c6 cac d/c: (c6 tén trong danh sach kém theo).

Piéu 2: Céac d/c Can bg, gido vién, nhan vién cdn clr vao nhiém vu cu thé
dugc phan cong ¢o trach nhiém xay dung ké hoach hoat dong va thuc hién ké

hoach cho phu hop v6i dac thi cong viée duge giao theo quy dinh nhiém vu cua
Diéu 1¢ truong mam non.

Diéu 3: Cac 6ng (ba) 6 tén tai didu 1 chiu trach nhiém thi hanh quyét
dinh nay.

Diéu 4: Quyét dinh co hiéu luc ké tir ngay ky dén hét 31/07/2020.

HIEU TRUONG

Noi nhin:
- Nhu diéu 2

-Luwu VT




THONG BAO PHAN CONG CBGVNV NAM HQC 2019 — 2020

( Kém theo QP s6

/QD-MNASA ngay 01/09/2019)

1. Phan cong Ban Giam hi¢u

Ho tén — chire vu

Trinh do
chuyén mon
Niam vao
nganh

Cong viéc dugce giao

Pham Thi Huyén
- BTCB
- Hiéu truong

- Pai hoc
SPMN

- Vao nganh:
11/1987

- Chi dao, quan ly diéu hanh chung.

- Lap ké hoach xay dung quy hoach nha truong; lap
ké hoach nam hoc va td chirc chi dao thyuc hién ké
hoach nhiém vu nam hoc.

- Thanh lap cac t6 chuyén mén, t6 van phong, thanh
1ap Hoi dong nha truong, thanh lap HDTDKT...

- Phan cong, danh gia, xép loai; khen thuong, tién

"hanh ky luat d6i véi gido vién, nhan vién theo quy

dinh. Chu tich hoi dong thi dua khen thuéng.

- Quan ly va suir dung c6 hiéu qua cac ngu(“)n tai chinh,
tai san cua nha trudng.

- Tiép nhén tré em, quan ly tré em va céac hoat dong
nuodi dudng, cham soc, gido duc tré.

- Cong téc kiém tra ndi by, kiém dinh chét luong.

- Tham gia c4c 16p boi duding vé chinh tri va chuyén
mon...

- Thyc hién quy ché dan chu trong nha truong...

- Thyc hién xa hoi hoa gido duc, phat huy vai tro cua
nha trudng véi cong dong.

- Truong ban bién tap Trung tdm Thong tin-Thu vién
dién tu.

- Cong tc xay dung CSVC, Chuan Quéc Gia. Cong
tac tham muu cac cap c6 thdm quyeén.

- ( Day) Du gi¢ tham 16p 2 tiét/ tuan. Truc tha 4 hang
tuan

- Tham gia sinh hoat tai t0 nha tré .

Nguyén Thay Ha
- PBT
- Pho Higu truong

- PHSPMN
- Nam vao
nganh:
09/2006

- Phu trach Chi dao mang Chuyén Méon gido duc —
Co so vat chat, CNTT.

- Chi dao cong téc tng dung CNTT, soan duyét
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GATT, 16p hoc TM. Chi dao viéc thuc hién qui che
chuyén mon cua CBGV.

- Xay dung ké hoach. T6 chuc trién khai, kiém tra,
giam sat thuc hién cac cudc van dong va cac phong
trao thi dua, hdi thi cua nha trudng, cac cude thi vé |
kién thuc, lich str.

- Phu trach cong tac — Kiém tra ndi bo

- Phu trach vé cong tac hanh chinh van thu

- Thay mat Hiéu trudng diéu hanh moi cong viéc khi
dugce Hiéu Trudng uy quyén.

- Thuc hién cac nhiém vu khac do hi¢u truong phan
cong diéu dong.

- Phu trach diém truong Thanh Long — Phu trach khéi |
Mau gigo.Truc Thir 2 va thir 3 hang tuan.
— Day ( Du gio tham 16p 4 tiét/ tuan).

- Tham gia sinh hoat tai t6 MG .

Nguyén Thi Thu
- Pho HT

- DHSP

- Nam vao
nganh:
9/1997

- Phu trach Chi dao mang Nudi dudng — Pho cdp .

- Chi dao cong tac y té truong hoc.

- Phu trach lao dong, VSMT, cay canh

- Chi dao phong trao van hoda - van nghé, TDTT toan

| truong, cong tac, Kiém tra ndi bo
| - Thay mat Hiéu truong diéu hanh moi cong viéc khi

duoc Hiéu Truong uy quyén.

- Thuc hién cac nhiém vu khac do hiéu truong phan
cong diéu dong.

- Phu tréch diém truong Trung Tam — va khoi nha tré
Truc thir 5, thir 6 hang tuan.

— Day ( Du gi&r tham 16p 4 tiét/ tuan).

- Tham gia sinh hoat tai t6 nha tré .




2. Phan cong giao vién:

Ho tén — chirc vu

Trinh do
chuyén mon

Cong viéc duge giao

Lé Thi Thuy CDGDMN | Diéu tra — Pho cap, CSVC. Quén ly cham soc nudi
: dudng gido duc hoc sinh 16p mau giao STAL. o

Lop 5A1 - Duyét gido cua cac thanh vién trong to . Thﬁuc hﬁn_en
cac nhiém vu khi Hiéu truong, phd HT phan cong
diéu dong .

Pham Thi Nhung | DPHGDMN | Piéu tra — Pho cép, CSVC. Quan ly cham s6¢ nudi

' dudng gido duc hoc sinh 16p STAL. Thyc hién céc

Lop 5A1 nhiém vu khi Hi€u truéng, phé HT phéan cong dieu
dong

Pham Thi Van PHGDMN | Biéu tra — Pho cap, CSVC. Quan ly cham séc nu6i
dudong gido duc hoc sinh lop STA2. Céng tac

Lop 5A2 TTND. Thyc hién cac nhiém vu khi Hiéu truong,
phé HT phan cong diéu dong

Pham Thi Quyén | DPHGDMN | Diéu tra — Phd cap, CSVC. Quan ly chdm séc nudi
dudng giao duc hoc sinh 16p mau gido STA2.

Lop SA2 - Thue hién cic nhiém vu khi Hiéu truéng, pho HT
phan cong diéu dong

Vi Thi Cac Phuong | PHGDMN | Piéu tra — Phd cap, CSVC. Quan ly cham séc nuoi
dudng gido duc hoc sinh 16p 4TB1. Thuc hién céc

Lop 4B1 nhiém vy khi Hiéu truong, phé HT phén cong diéu
dong

Vi Thi Oanh CDGDMN | Piéu tra — Pho cap, CSVC. Quan ly chim sdc nudi
dudng gido duc hoc sinh 16p 4TB1. Thuc hién cac

Lap 4B1 nhiém vu khi Hiéu truong, phé HT phan cong diéu
dong

Pham Thi Thu Hanh | PHGDMN | iéu tra — Phé cap, CSVC. Quan ly chiam séc¢ nudi

Lép 4B2

dudng gido duc hoc sinh 16p 4TB2.
- Gilp viéc cho to truong, kiém CNTT. Thyc hién

cac nhiém vu khi Hiéu truong, pho HT phan cong
diéu dong

Nguyén Thi Minh
Thuy

Lép 4B2

CBGDMN

Diéu tra — Phd cap, CSVC. Quan Iy cham séc nuoi
dudng gido duc hoc sinh 16p mau gido 4TB2.

- Thyc hién cac nhiém vu khi Hiéu truong, pho HT
phan cong diéu dong

Nguyén Thi Toan

L6p 4 B3

DHGDMN

Diéu tra — Ph cap, CSVC. Quan ly cham soc¢ nuoi
dudng gido duc hoc sinh 16p mau gido 4TB3.
- Thyc hién cac nhiém vu khi Hiéu truong, pho HT

phan cong didu dong




10 | Vii Thi Yén DHGDMN | Diéu tra — Phd cap, CSVC. Quan Iy chim séc nudi
’ dudng gido duc hoc sinh 16p mau gido 4TB3.

Lop 4B3 (TS) - Duyét gido cua cac thanh vién trong to 3 tudi.
Thyc hi¢n cic nhiém vu khi Hiéu truong, phé HT
phan cong diéu dong _

11 | Vii Thi Ngoc CDGDMN | Piéu tra — Phd cap, CSVC. Quan ly chim séc nudi
dudng gido duc hoc sinh Nhém Nha tré 3TC1.

Lop 3Cl1 - Thyc hién céc nhiém vu khi Hiéu trudéng, phé HT
phan cong diéu dong

12 | Vii Thi Thuan DHGDMN | Piéu tra — Phd cap, CSVC. Quan ly chiam séc nudi
dudng gido duc hoc sinh 16p mau gido 3TCI.

Lop 3C1 - Thyc hién cac nhiém vu khi Hiéu truéng, phé HT
phan cong diéu dong

13 | Vii Thi Khich CDGDMN | Diéu tra — Pho cap, CSVC. Quan ly cham séc nudi
dudng gido duc hoc sinh 16p 3TC2. Thuc hién cac

Lép 3C2 nhiém vu khi Hiéu truong, phé HT phan cong diéu
dong

14 | Nguyén Thi Nga DHGDMN | Diéu tra — Pho cap, CSVC. Quan ly chim soc nubi
dudng gido duc hoc sinh 16p mau gido 3TC2. Thuc

Lop 3C2 hién cac nhiém vu khi Hidu truéng, phé HT phan
cong diéu dong

15 | Nguyén Thi Thuong | PHGDMN Diéu tra — Pho cap, CSVC. Quan ly chdm séc nudi |,
dudng giao duc hoc sinh l6p 2 TEI.

Lop 2E1 - Thuc hién cac nhiém vu khi Hiéu truéng, pho HT
phan cong diéu dong

16 | Vii Thi Nhu DHGDMN | Piéu tra — Pho cap, CSVC. Quan ly chim séc nuéi
dudng g1ao duc hoc sinh Nhom Nha tre 2TEL.

Lop 2E1 - Duyét gido cua cac thanh vién trong t6 nha tré.
Thuc hién cac nhiém vu khi Hiéu truong, pho HT
phén cong diéu dong

17 | Duong Thi Thé PHGDMN | Diéu tra — Pho cap, CSVC. Quan ly cham séc nudi
dudng gido duc hoc sinh 16p 2T E2. Cong tac hoat

Lop 2E2 dong chi doan, VHVN,TDTT. Thuc hién cac nhiém
vu khi Hi¢u truéng, pho HT phén cong diéu dong

18 | Pham Thi Lan Anh | PHGDMN Diéu tra — Pho cap, CSVC. Quan ly cham soc¢ nudi
dudng gido duc hoc sinh Nhom Nha tre 2TE2. _

Lop 2 E2 - Thuc hién cac nhiém vu khi Hiéu truong, phé HT
phan cong diéu dong :

19 | Bui Thi ThuHién | PHGDMN | Dicu tra — Pho cap, CSVC. Quan ly cham soc nudi

Lép 2E3(TS)

dudng gido duc hoc sinh Nhom Nha tre 2TE3.
- Thuc hién cac nhiém vu khi Hiéu truong, pho HT
phan cong diéu dong




20 | Lé Thi Hoa PHGDMN | Diéu tra — Phd cap, CSVC. Quan ly cham séc nubi
dudng gido duc hoc sinh 16p 2TE3. Thuc hién Cf.ic:
Lop 2 E3 nhiém vu khi Hiéu truong, ph6 HT phéan céng diéu
dong
3. Phan cong nhan vién:
: G R -
TR e £ b P Céng viée dwoe giao
T | chire vu chuyén mon
0 et - Phy tréch tai chinh, ché dd CBGVNV. HS.
Kim Luu

- Tham muu cho HT, BGH vé cong tac CSVC, tai chinh,
ché d6 chinh sach cia CBGVNV.

- Phu trach phan mém CSVC, Tai chinh. Phu trach phan
mém quan ly gido duc, nhan sy, PMiss

- Lap bao cao, ké hoach vé CSVC, tai chinh, ban tri,
XHHGD....

- Hoan thién day du ching tir héa don céc loai vao ngay
cudi hang thang trinh HT ky duyét dé luu ho so.

- Hang thang bao céo thu chi tai chinh, quyét toan thu-
chi ban tru.

- Phu trach céng tic hanh chinh van thu: quan ly céng
vin di, dén, hoan thanh béo cao dung lich.

- Thyc hién cong viéc HT, PHT phan cong, diéu dong.

2 i) }::: Thi | CD Y té - Phu trach y té truong hoc, céng tic VSATTP, kiém
i thue 3 bude, luu mau TA, Thue don, Cung Phé HT phu
trach Phan mém nudi dudng méi, VSMT phong chéng

dich bénh...

- Giup vige cho HP nudi dudng lam cac phan mém, lap
cac ké hoach, bao cdo, cac hgp dong kham strc khoe. ..

- Kiém thuc 3 budc, kiém tra hudng dan, tuyén truyén
cong tac vé sinh, VSATTP. Dich bénh.

- Kiém cong tac thu quy

- Giup viée cho hiéu truong

- Thuc hién theo su phéan cong diéu dong cua HT, PHT.
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Bui Thi Két | TCND - Dimg bép thuc hién ding quy trinh ché bién thuc phdm
khu Thanh Long
- Vé sinh bép an khuon vién, thic an chin, nudc uc")ng
chin.
- Cong khai xuét an hang ngay ( sb xuét, sb tién, moén
an...), lam s6 sach khu Thanh Long
- Cong bang trong chia thuc phdm xudt an- Vé sinh
khuén vién bép an
- Thuc hién theo su phan cong diéu dong ctua HT, PHT.
Nguyén TCnghé, - Pimg bép thuc hgﬁ_d(mg quy trinh ché bién thuc pham
Thal}h ChL'rng_ chi | - Vé sinh bép an khuon vién, thic dn chin, nudc uéng
Huyén S0 cap k):/ b
gf‘}a‘ , (fhe - Bép trudng,lan so sach khu trung tam
ien mon an b i W T
- Viét bang cong khai xuat an hang ngay ( so xuat, so
tién, mon an...)
- Cong bang trong chia thuc pham xudt dn- Vé sinh
khuén vién bép an
- Thuc hién theo su phéan cong diéu dong ctiia HT, PHT.
Nguyén Chimg chi | - DPung bép thuc hién ding quy trinh ché bién thuc pham
Thi Trang |so cdp k¥ |- Vé sinh bép an khuén vién, thirc an chin, nuée udng
ﬂ"“;‘at ' ‘ihé chin.
PEE Ao dn. | Cong khai xuét an hang ngay ( s6 xuat, s6 tién, mon
an...)
- Cong bang trong chia thuc phdm xuat an- Vé sinh
khuén vién bép an
- Thue hién theo su phan cong diéu dong cua HT, PHT.
L& Thi | Ching  chi | - Pung bép thuc hién dung quy trinh ché bién thuc pham
Khanh SO Cép kS"{ - Vé sinh bép an khuon vién, thurc an chin, nudc uéng
thuat  che | chip,
bienmonan | 5no khai xudt an hang ngay ( sb xudt, sb tién, mon
an...)
- Céng bang trong chia thuc phdm xuédt an- Vé sinh
khuén vién bép an
- Thuc hién theo su phan cong diéu dong cua HT, PHT.
Vi Thi | TCSPMN | - Thuc hién ding quy trinh ché bién thuc pham
Hé‘ﬂg Thay - Vé sinh bép an khuon vién, thirc an chin, nudc uéng

chin.
- Cong khai xuat an hang ngay ( soO xuat, sO tién, mon
an...)




- Cong bang trong chia thuc pham xuat an- Vé sinh
khuén vién bép an
- Thuc hién theo su phén cong diéu dong cua HT, PHT.

Noi nhin: q HIEU TRUONG
- Lanh dao PGD dé B/c; =i

- Cac d/c CBGVNYV;
- Luu: VT.




