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UBND HUYPN PHU XUYEN
TRUQG IIICS PHU ynN

CQNG HOA XA HQI CHU NGHIA VIT,T NAM
D6c l6n - Tu do - Hanh phric

56: l6IKH-THCS PhilYAn, ngdy 16 thdng 01 ndm 2024

KE HOACH

Thgc hiQn c6ng tic Ciicfch hhnh chinh n5m hgc 2024 -2025

'Cdn cft QuyA dinh s6 2223/QE-UBND ngdy 14/4/2023 ui quy chii bdo ddm
ATTT mqng trong hoqt dQng cfia co quan nhd nuoc thdnh pnA na I{\i; Quy€t dinh s6
1643/QE-UBND ngdy 20/3/2023 ui ban hdnh quy chA qudn ly, vQn hdnh vd sir dwng H€
thiing Thu di€n tth thdnh pnA rua N1i; Quy€t dinh sii lZOZtgn-UBND nsdy 25/8/2023
,i bon hdnh quy chiS qudn ly, vQn hdnh, khai thdc vd s* dung HQ th6ng th6ng tin bdo
cdo thdnh phA Ua NQi; Quyiit dinh s6 3475/QD-UBND ngdy 04/7/2023 ,i bon hdnh
Danh mqrc dtb liQu mo cfia thdnh phA Ua Nli ldm co sd tri€n khai cdc chi fiAu, nhiQm vqt

ui drr liQu mo;:, Quy€t dinh sii 3461/QE-UBND ngdy 0j/7/2023 vi viQc bii sung md dlnh
danh diQn t* cila cdc co quan, don vi thuQc, trryc thuQc UBND thdnh pnA Ua N\i tqi
Qrryt dinh sii'2gIB/QD-UBND ngdy 17/8/2022;

Quya dinh s6 3I71/QE-UBND.ngdy 21/6/2024 crta UBND Thdnh PhO Hd
NAi'fA viQc ban hdnh Khung Chi sii Cdi cdch hdnh chinh dp dq,mg dtii vdt cdc
phdng-chuyAn mdn vd taong daong thugc tJy ban nhdn ddn ciip huyQn vd Khung
Chi sii Cdi cdch hdnh chinh dp damg diit vdt Uj, ban nhdn ddn idc xd, phudng, ti!
rriin thu6c thdnh phii Hd NOi.

Thwc hiQn Quyiit dinh tii tZOO\}O-UBNDngdy 29/4/2020 ct)a UBND TP Hd
NQivi phA duyQt Vi tr{ vi€c ldm;

Trudng THCS Phri YCn xdy dr,mg K6 hoach thr,rc hi6n c6ng tdc Chi cSch hdnh
chinh (CCHC) ndm hgc 2024 - 2025 nhu sau:

r. Muc rrtu, ytu cAu
1. Mgc ti6u

- Tirip tpc tpo sg chuy6n bi6n m?nh mE vA kj, lupt, ky cuong , y thuc, trdch
nhiQm, chdt hq,ng vd hi6u qui phpc vp doanh nghipp vd nhdn ddn iria d6i ngfi crln
bQ, vi6n chric;

- G6p pheq tdng cudng hcrn nfia hopt dQng cira nhd trudng d6ng thdi chir trgng
n6ng cao Chi s6, Hip., qu6 quan tri vd hdnh chinh c6ng (PAPD vd chithiQn Chi s6
chi cdchhenh chinh (PARINDEX);

- DAy m?nh c6ng t5c CCHC ld nhiQm vp thulng xuy6n, Id gihiph6p quan trgng
trong chucrng trinh ldm viQc cria dcrn vi ldm co sd chi dpo, diAu hdnh, g6p phen hoan
thanh c6c chu<yng trinh, Kti hopch n6m hgc 2024 -2025.

2. YGu ciu
l

- Cdnb6, gi6o vi6n, nhan vi6n nhd trucmg nhQn thric t16y dri, x6c dinh c6ng t6c
CCHC ld nhiQm vp trgng tdm,Idkhdu dQt ph5 tropg c6ng tdc qubnly, chidpo, didu
hdnh;



- G[n v6i chi ti6u, nhi6m vu 96rg tdc ndmhqc 2024 - 2025 cria ngdnhvd phu
hqp v6i Kti hoach phdttnlnkinht6 - 

"a 
rrOi n6m hoc zoz4 - 2025;

'Cdc n6i dung, nhiQm vp trong Kti hopch ccHC ndm hsc zoz! - 2025 phhi
bdm sdt sy chi dpo cria huyQn, cria thdnh ph6 vd pht hqp v6i d{c di6m, thgc trpng
c6ng t6crCCHC.

rr. CAC CHi TIIU CrrO vru
1. HiQu trucrng tO chirc tritin khai thuc hiQn CCHC vd chiu tr6ch nhi6m toin

diQn vA c6ng,15s CCHC cria nhd trudng.
Thlrc hign tu ki6m tra c6ng t6c ccHC dam bho cdc nhiQm vp ccHC dugc thgc
hi6n toan diQn, nghiCm tric, hiQu qu6.

1. LOO% sO trO so liOnquan dt5n TTHC dugc gini quy6t dung h4n vd tru6c han;
ti6p luc lhgc hi6n t6iviQc thpc hiQn DVC lr.uc tuyCn -riJAO- :, 4 trong viQc
gi6i quyist cdcthtr tpc ph6 cfp giSo duc, chuy6n trudng cho irgc sinh THCS.

2. I0O% c6c kit5n nghi, phin rffi cria php huynh hoc sinh dugc ti6p nhfln, xri ly
gi6i quy6t kip thoi, dring thoi gianiheo quy dinh ph6p lupi.

3. l:00o/oc5c ki6n nghi, phdn Snhciaphu huynh hoc sinh dugc ti6p nhpn, xri ly
gi6i quy6t kip thoi, dring thoi gian th.o qry dinh ph6p lupi.

4. Dhm b6o 100Yo cdc c6n bQ, gi6o vi6n, nhAn vi6n titip ddn, giiri quytit h6 so
.:ig viQc-dusctoi duong vA k! ndng vdn h9a giao titlp, i"g,*:k! ndng
nhoj hgp ldm vi6c nh6m, k! n[ng gi6i quytit h6 so trlrc tuy6n (Cdng t6I
tuy6n sinh);

5. r00% vdn ban (VBQPPL vd vdn b6n hdnh chinh) dugc_ph6t hiQn sai pham
qua theo d6i, rd so6t vd ki6m tra dugc xri ly hoflc ki6n nghi co quan c6
thdm quy6, xir ly theo quy dinh;

6. loo%vdn b6n giao dich gita phdng Gi6o dpc vd nhd trudng du6i dang di6n
fii (tru cdc vdn ban kh6ng dugc chuy6n qua mang ttreo quy?inrr;.

7. Ddy manh c6c hoat dOng img dpng CNTT trong qu6n ly vd day hoc, didu
henh cong viQc. Xdy dpg vd qu6n ly hopt d0ng r"brit. to rrigu qua
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rrr. Ner DUNG cAr cAcn nANn cHiNn
1. C6ng thc chi tl4o, didu hinh

- XAy dprrg hQ th6ng quin ly d6ng bQ, th6ng sr5t tir nhd trudng tltin cdn bQ,
giSo vi6n, nh6n vi6n, tdng tinh ddn chri vd hiQu qu6 trong c6ng tdc chidpo, didu hdnh
cria cria B-an, gi6m hi6u nhd trucmg trong hopt d6ng quin l! dAy - hec; tpo bu6c
chuy6n bi5n mpnh mE vO lcj' luft, lcj, cuong , y thuc trscinhiQm, ch6t luqng phuc v.u
nhdn dAn cria cdn bQ, cdng chric, vi6n chric, tru6c fr6t n dQi ngfl cdn bQ quin ly;

,I
- TO chric qui.r;,triQt, tri6n khai s6u r6ng d6n c6n bQ, gi6o vi6n, nhdn vi6n cdc

nQi dung, nhiQm vp, k6 hopch hdnh dQng cta Huy6n riy Phir Xuy6n ,rA "DAy mAnh
chi cdchhenh chinh, phdng chfing tham nhflng, thgc hdnh titft kiQm, ch6ng 15ng phi"
giai dopn 2023-2028";

- Ap dgng triet de viQc img dUng CNTT vdo quAn ry hanh chinh, cung c6p dich
vp c6ng truc tuy6n thgc hiQn c6 hi6u qui viQc x6y dlmg chinh phri ttiQn tri trong todn
ngdnh ldm co sd cho viQc t6 chirc, chi dpo, di6u hdnh kip thdi, chinh xdc cdc nhiQm
vp ttr Ban gi6m hiQu vd dugc xu ly m6t c6ch c6 hQ th6ng;

- pOi m6i vd da dpng hoa cdc hinh thirc tuy6n truyAn; tdng cucm g cSchinh thric
th6ng tin, tucrng t6c.v6i cha mg hoc sinh; n6ng cao ch6t lugrng c6c nQi dung, chir
trgng tuy6n truy6n vr5 nhirng gitiphdp, loi ich md chinh quyen cung c6p cho cha mg
hgc sinh; n6u gu<mg cdc cd nh6n ldm t6t c6ng t6c CCHC;

- T6 chfc tri6n khai ki.p thdi KC hopch CCHC cria Phdn g, ctanhd truon gtoi
,I 

crln bQ, gi6o vi6n, nhdn vi6n; phdn c6ng tr6ch nhiQm cp th6, x6c cIlnh 16 muc ti6u,
chi ti6u, titin dQ hodn thanh;

' - Xdc dinh 16 trdch nhiQm cria ngudi drmg dAu trong c6ng t6c CCHC ; tdng
cudng sg gi6rn s6t cria nhAn ddn trong viQc thric ddy CCHC, dpo dric c6ng vp cria
tl6i ngfi c6n bQ, gi6o vi6n, nhen vi6n vd hoc sinh;

- Ti5p tpc tham mrru, phOi hgp t6 chirc c6 hiQu quh c6c bu6i titip xric, d6i thopi
vdi dpi diQn cha mg hgc sinh v6 viQc thuc hiQn nhiQm vU gi6o dpc cria nhd trucrng;
kip thoi xri ly, chi dqo gi6i quy6t nhanh vd ttring th6m qryAn c5c khiiSu nai, t6 cilo
thuQc linh vuc, nhiQm vr,r vd q.ryAn h4n dugc giao. Titip thu dAy dri vd xri l;f, phirc
ddp kip thli, gi6i trinh theo quy clinh c6c phan 6nh, ki6n nghi, gopi,,y6u cAu dr cha
mg hoc sinh;

- Duy tri viQc thUc hiQn d6nh gi6 hiQu qui vd ch6t lugrrg c6ng viQc ctra cdnbQ,
gi6o vi6n, nhan vi6n nhd trudrng.

2, Cilicich th6 ch6

- Thpc hiQn dOy dri, dring quy dinh nhiing vdn ban chi dpo cria co quan c6p tr6n
il6m b6o chire n[ng quin l], nhd nu6c theo huryng thu gn" aa**Oi, ,ay a*- dy .h6
lim viQc tl6m b6o rd ngudi, 16 trrich nhiQm thAniquyS" .,iu nhe trucrn g, citnhdn;

- Rd so6t, b6 sung cdc vdnb6n cta nhd trudng m6i ban hdnh thgc hiQn d6m b6o
hqp ph6p, tinh th6ng nhfrt., tfnh kha thi vd pht hqrp v6i di6u kiQn thuc tiSn cria nhd
trudng. Klp thdi cdng bd cdcvdn b6n quy phpm ph6p luQt cria c6p tr6n m6i ban hdnh
b6o dim c6ng khai vd tao diAu kiQn thufn lgi cho c6n bQ, gi6o vi6n, nh6n vi6n vd
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- Thpc hiQn xu ly nghiCm c6n bQ, c6ng chfc, vi6n chric vi phpm trdch nhiQm

vd d4o dric c6ng vU, d?odric nghA nghiQp nhim sii5t ch6t ky luQt, ky cuong hanh

1,., Cili circh th6 ch6

- Thpc hien dAy dri, thing quy dinh nhtng v6n bin chi.dpo cfta ccv quan cdplr:}n

dim b6o chrie ndng q"* f1i nfra nug",.h..: fryT* thu gqn 
fAu,1Oi, 

x6y dpg quy chtS

ldm viQc:dim b6o rd ngudi, 16 trSch nhiQm thdm quy6n cria nhd trulng, cdnhdn;

- Rd so6t, bO sung cdc vdnbin cria nha ffuong m6i ban hdnh thlrc hiQn dim b6o

hqrp ph6p, tinh thi5ng ,rtat,tinh khe thi vd pht hqp v6i diAu kiQn thUc ti6n cria nhd

tru<rng. i{ip tt Oi c6.rg b6 cdcvdn b6n quy phpm phap luQt ctra c6p t16n m6i ban henh

b6o dim c6ng khai vd t4o tliiSu kiQn thufln lgi cho c6n bQ, gi6o vi6n, nhdn vi6n vd

php huynh ti6p cfln cdcvdnb6n ph6p quy.

- Thr,rc hiQn xu ly nghiOm c5n bQ, c6ng chric, vi6n chric vi phqm trdch nhiOm

vd d4o dric c6ng vp, dpodric ngh6 nghiQp nh[m sii5t ch6t lcj'luQt, lcj'cucrng henh

chinh.

2. CAicich t6 chrfrc bQ miy

- Tri6n khai kip thdi, thUc hiQn nghiOm c5c quy6t dfnh vd chi d.qo cria Thanh

ph6, Huyqn uy, UB^ND huyQn, PhdngbD&DT huyQn Phu Xuy0n va kiQn todn t6

chric bQ m6y; phdn cdng nhiQm vg theo hu6ng chuy6n_mdn ho6 ttmg khQu, timg
lopi viQc ntri.niang tinhlhtr dQng, s6ng tpo, khai th6c tidm ndng vd tinh thAn tr6ch

nhiqm cria CBCCVC;

' - Thgc hiQn t6t Nghi dinh 108/20144ID-CP ngdy 20 _thang 11 ndm 20t4 cfia

Chinh phu v6 chinh sacfr tinfr S16n bi6n chi5 vd Nghi dinh sO ll3l2OlSAIE-CP ngay

31 th6ng 8 ndm 2018 vd sria d6i Nghi dinh 108/20144ID-CP, dA cao vai trd tr6ch

nhiQm 
",ir 

ng.roi dtmg dAu co qrrur, d*t vf trong viQc thgc hiQn tinh gi6n bi6n ch6;

- Ticp tpc kiQn todn, rap 
"6p 

t6 chirc bQ m6y tinh ggn vd hiQu qug, trglg t6m ld
! A ,i , , r ^ , ,a rr- 1 .-^- Z l-1^^I \,zTT

sap xep to chuc bQ m6y theo Nghf quy6t Trung uong 6 kho6 XII. sdp x6p c6c ccr

quan chuy6n m6n theo Nghi dinh37l2014n\TD-CP vC t6 chric cdc co quan chuy6n

m6n c6p tinh, c6p huyQn; Nghi dinh 108/20204IE-CP ngdy 141912020 cria Chinh
phtr v6 rrig. rru d6i, bO sung mQt sO cliAu ctra Nghi dinh37l2014/NID-CP d6m b6o
L,

nguy6n thc "mQtdAu mOi - mQt viQc xuy6n su6t";

3. Cei cich cn6 aQ c6ng vg

- Titlp tpc x6y d1mg vd tri6n khai kO ho4ch chuy6n d6i vi tri c6ng t6c ndm hgc

2024 -2025 theo Nghi dinh 5912019AID-CP ctra Chfnh phu; Tdng cudng ky. luat, ky
cucrng hdnh chinh vd th6i dQ phpc vp nhdn d6n ctra cdn bQ, c6ng chirc; d6y m4nh

thgc hiQn 02 b0 quy tic img xtr cria Thdnh ph6 c16m bho cdn bQ, c6ng chric nhOn

thric 16, thqc:hiQn nghi6m chinh ky cucrng hdnh chinh, khdng vi pham cdc quy tdc

rlmg xir cira Thdnh ph6.



-Ti6p tUc t6 chfc thUc hiQn quy ch6, quy trinh giAi quytit c6ng viQc cl6i vdi
ttmg bQ ph?n. Ttrng cong chgc, vi6n chric phii xay dyrg kt! hopch ldm viQc h*g
thdngcp:th6; c6ng khai, chi titit h6a quy trinh gi6i quyCt c6ng viQc dim b6o sU AOnE
bQ, th6ng sudt"rd ngadi, rd vi€c, 16 trdch nhigm, ia quy triih, 16 higu qud".

- Thuc hiOn nghiCm ky luft, !j'cuong hanh chfnh, ting cu<rng ki6m tra cdnb6,
gi6o vi6n, nhdn vi6n,.chir trgng ki6m tra dQt 

"ret, 
t6i ki6m tia viQc khic phuc t6n tpi

dugc chi ra ttr dqt ki6m tra tru6c ddy.
-a

- Ti6p tpc thuc hi$n t6t c6c bQ Quy tdc img xri ctrr- cdnbQ, vi6n chfc trong nhd
truong.

IV. Cii c5ch hirnh chfnh c6ng

- Tdng cucmg c6c biQnph6p quan ly, sri dpngngdn s6ch duoc giao vd c6c kho6n
thu theo quy dfnh; Ndng cao trdchnhiQm, hiQu qu6 sri dpng tAi sAn, kinh phf ttr ng6n
s6ch nhd nu69; thlrc hiQn ddn chri, c6ng khai, minh bpch vC tai chinh c6ng; thpc hanh
titit kiQm, ch5ng ldngphi;

-,
- Ti6p tpc ddy mAnh c6ng t5c ki6m tra, gi6m s6t trong viQc str dUng c6 hiQu qu6

tdi s6n c6ng, kinh phi ttr ng6n s6ch, viQc thu - chi hoc phi vd c6c kho6n thu kh6c;

V.HiQn il4i ho6 hirnh chinh
_-- T[ng cucmg vdi trd lu"b dag cria nhd trucmg g6n k6t chdt ch6 gifra img dung

CNTT v6i c6ng t6c CCHC; gilnktit chi ti6u tri6n t<frai ung dung CNTT v6i tieu chi
d6nh gi6 thi dua ld y6u cAu b8t bu6c aOi vOi c6ng tdc cdnbQ;

- Titip tpc d6i m6i lA tOi va c6ch thric ldm viQc trong nhd trudrng, qu6n triet thyc
hiQn nghi6- qry ch6 lem vi6c-cta -Co quan, thuc hiQnl6t nhiQm 

"u 
Oa dugc HiQu

tru&ng ph6n c6ng, thlrc hiQn tot m6i quan hQ phoi hqp giii quy6t c6ng viQc trong
thUc thi c6ng vp;

. 
- DAy mpnh hopt ddng COng th6ng tin diQn tri vd website nhd trudng; tuy6n

truytn, trii5n khai c6 lriQu qu6 cac dich vu c6ng tryc tuy5n tpi Cdng dich vu c5ng tryc
tuy6n cta Thdnh ph6;

- Ttng bu6c chinh trang, xay dmg, hiQn dai ho5 try sd ldm vioc, g6p phAn ndng
cao hi6u qui hopt dQng cta co quan henh chfnh nhd nu6c;

- C6ng bO vd tO chric thgc hiQn hQ th6ng quan ly chetlugng theo ti6u chu6n
TC\A{ ISo 9001 :2015 vdo c6c ho4t ttQng ; Qyy trinh ho6 viQc giii quyiSt c6ng vi6c
cria nhd trudng theo hucmg ring dung CNTT k6t hqp v6i hQ th6ng qu6n ly ch6t Iuqng
ISO diQn tri. ,

*:,
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UBND HUYEN PHU XUYEN ceNG HoA xA ngr cnu Ncnil.vrBT NAM
DQc l$p -Tr1do- H4nh phrfcTRTION

56: 1:5I/QD-THCS
Phil YAn, ngdy 0l thdng 8 ndm 2024

a

QTIYET DINH
V/v Phffn c6ng nhiQm vg cria c6c tl6ng chi lflnh d1o, gi6o vi6n, nhin vi6n

nhi trulng nim hgcz 2024 - 2025

Hrpu rRuoNG TRTIoNG THCS PHU vnN

Cdn c* vdo LuQt GD sii: 43/2019/QH14 daqc quiic hQi nadc Clng hod xd hAt

ch* nghTa Vi€t Nam khod XU th6ng qua ngay 14 thdng 6 ndm 2019;

Cdnc*vdo Th6ng ta s6 32/2020/TTBGD& ET ngdy 15/9/2020 v€ viQc ban hdnh
\l

diAu l€ tradng THCS cfia B0 trabng B0 GD& DT;

Cdn ctb vdo QuyAt dinh s(i 4816 ngdy 23/9/202 t cila Chil tich UBND huyQn Phri

X,tyAnvi vi€c diiu dQng Hi€u trudng tradng THCS Phil YAn; Quyilt dinh sii 3738/QD-

UBND ngdy 30 thdng 0B ndm 2022 ctta Chtt tich (IB\{D huyQn Phri XuyAn vi vi€c bii

nhiQm diiu dQng Ph6 Hieu tradng;

X6t n5ng lgc vd kh6 ndng c6ng tdc ctacrln bQ, gi6ovi6n, nhdn vi6n.

QUYET D!l\H:

Ei€u 1. PhAn c6ng nhiQm vg cho c6n bQ, giSo vi6n, nh6n vi6n trong nhd

trudng nbm hgc 2024 - 2025 (c6 danh sSch phdn c6ng kdm theo).

DiAu 2. CdnbQ, gi6o vi6n, nhdn vi6n trong nhd trudng cdn cir vdo nhiQmvr,r

cp th6 dugc ph6n c6ng c6 trdchnhiQm xdy dpg k6 hopch hopt dQng vd thpchiQn

k6 hopch phu hqrp v6i clflc tht c6ng viQc dugc giao.

DiAu 3. Quyi5t dinh c6 hi6u luc t<C ttr ngay ry.
36,gi5m hiQu, c6c t6 chuyOn m6n, cdc t6 chirc doan th6 trong truong vd

nhirng nguoi c6 t6n tai Di6u 1 chiu trdchnhiQm thi hanhquytit dinh ney.

Noi nhQn:

- Phdng GD-ET (b6o c6o);

- Nhu rtiAu 3 (rt6 thgc hignl;

- LuuVT. G

rruffi GO

rnUBrc

Tri Phucrng



DANH sAcn pnAN c0Nc Nnrpnn vp cAN ng, crAo vrtx,
xnAN vrtx rntroNc THCS pHU ynN

(Kdm theo Quy€t dinh sti; tsltgn-THCS ngdy 0t thdng 0B ndm 2024
cita Hi€u tradng traong THCS Phil YAn)

I. PHAN CONC CAC CHTJC DANH CHU CH6T
1. Hi6u trucrng Trucmg Tir Phuong:
1.1. Php trdch chung: Chi dao, d6n d5c, ki6m tra viQc thgc hiQn nhi6m vu cria Ph6
HiQu tru&ng, T6 chuy6n mdn, Gi6o vi6n chri nhiQm lorp, di6u ph6i c6ng vi6c theo
chric trdchthAm qryen.
1.2. Php trdchc6c linh v.uc c6ng tdc u7th6 sau:

- C6ng tdc gi6o dpc chinh trf tu tuong AOi voi c6n bQ, gi6o vi6n, nhen vi6n;
- X6y d1nrg k6 hopch vd t6 chirc thpc hiQn nhiQm vu n6m hoc 2024 - 2025; qu6n
ly to chirc bQ m6y cria nhd trudrng; Ti6p tpc xdy dpg bO sung chi5n lu-oc ph6t
triiSn gi6o dr.rc nhd trudng giai dopn 2023 - 2028;
- Qu6n Iy giSo vi6n, nh6n vi6n, hoc sinh; chi dpo qu6n ly chuy6n m6n, phdn c6ng
c6ng t6c, ki6m lr":a, dirthgi6 vi6c thgc hiQn nhiQm vp cria gi6o vi6n; chi dpo qu6n
l;i vd td chric gi6o dpc hgc sinh. TiCp nhAn hgc sinh chuy6n trucrng;
- Quin l)i hanh chinh, tdi chinh, tdi s&n cria nhd trudurg; chri tdi khodn, c6ng t6ckd
hoach, tdi vp, mua slm ffang thi6t bi, xdy dpg co b6n vd sria chta; rlmg dpng
cdng nghe th6ng tin vdo qu6n ly vd dpy hgc;
- COng tdc thanhkiCm tra, giti qrytit khi6u npi tti c6o; thi dua khen thucmg, hj.
luft gi6o vi6n, nh6n.vi6n vd hgc sinh. X6p lopi d6nh gil cdnb6, gi6o vi6n, nhdn
vi6n; Chri tfch hQi d6ng x6t ndng lucrng. C6ng t5c phdng, ch5ng tham nhirng, ti6u
cgc, 15ng phi;
- Tham gia gihi quy6t c6c c6ng viQc thu6 c trdchnhiQm cria Ph6 HiQu trucrng khi
dugc dC ngh! ho{c x6tthdy cAn thiiSt. Nhimg v6n dC ph6t sinh vuqt qu6 thAm quyen
gi6i quytit cira Ph6 HiQu trucrng php tr6ch vd nhirng c6ng vi6c kh6c md Hi6u
trucrng th6y cAn ph6i truc ti6p gihiq,ry6t;
- TO chric thuc hign quy chti d6n chri trong ho4t d6ng cria nhd trudng; thuc hi6n
c6ng t6c xd hQi ho6 gi6o dpc cria nhd trudng;
- Chi dpo thgc hiQn c6c phong trdo thi dua, c6c cuQc v6n dQng cria ngdnh; thlrc
hi6n c6ng khai d6i v6i nhi truong;
- Truc titip php trdcht6 henh chinh; DuyQt vd ki6m tra h6 so cria nhdn vi6n t6 hdnh
chinh;
- Trucrng ban chi dao c6ng tdc xdy dUng trudng chuAn Qudc gia;
- Chri tfch hQi d6ng tg d6nh gi6 chl'tluqrng gi6o dpc.
2.Ph6 HiQu truong Hodng Thf Thu Hucrng:
- PhU trdch c6ng t6c chuy6n m6n chfnh kho6 vd 6n tdp, hoc th6m, Phu trSch ph6
cap THCS; chi dpo vd 6p ftrng cdc sdngkiCn kinh nghi6m; Phu tr6ch ,mg durrg
c6ng nghe th6ng tin vdo quan ly vd dpy hgc;
- XAy dpg k6 hoach hopt dQng vO c6ng t5c chuyOn m6n(CM);



- Truc ti6p php ,r.u.h cdc tb chuycn m6n; DuyQt, ki6m tra h6 ,o, s6 sdch cta gido
vi6n; Quin ly, tli6u hanh cdchoqtdOng cM; ph6n c6ng gi6ng dpy, ldm TKB;
- Phu trdchcdchoqtdOng giSo dpc ngodi gid l6n 16p, gi6o duc hu6ng nghiQp, sinh
hopt tQp th6, cac hopt dQng ,rA afCf vd vQ sinh m6i trudng.
- Quan ly, ki6m tra, nhQnx6t h6 so ch-uy6n m6n: s6 dicmlhinh vd Hgc bp; Lfch
b6o gi6ng, 56 dAu bdi todn trudrng, kt5 hopch ctra t6 chuyCn m6n, k6 hopch'giing
dqy ciagi5o vi6n;
- Thong k6, t6ng hgp vd quan ly cdcchi s6, s6 licu vA chuyCn m6n.
- Ld Ph6 ban thi dua, QuAn ly vd theo ddi c6c hoat dQng vd c5c chi s6 vd c6ng tdc
thi dua trong chuy6n m6n cria CB, Gy NV trong trudng.
- Thudng trgc HQi d6ng ky luflt hgc sinh;
- Ph6 ban chi dpo c6ng tlc xdy dprg trucnrg chu6n Qu6c gia. Ph6 cht tich h6i
<l6ng tg d6nh gi6 chdtluqng gi6o dpc;
- Nlitg viQc ho{c c6ng t6c dQt xuSt kh6c do HiQu trucyng phan c6ng ho4c riyx:quyen.
*Chiu trdch nhiQm c6 nhdn vA c6c linh vuc minh dugc php trdch d6ng thdi chiu
trdch nhiQm cung HiQu tru&ng trong cdng t6c qltnlli nhd trudng tru6c phdng
GD&DT vd c6p tr6n.
3. Cht tich c6ng dodn: Nguy6n Th! Mai Hoa:
- Phu trdchvd chi dqo cdc hopt d6ng c6ng dodn theo Di6u lQ c6ng dodn.
- xdy dung ktl hoach vd chi dpo thlrc hiQn cdc cuQc vQn dQng ua phorg trdo thi
dua cria C6ng dodn;
- Phu trdch cdng t6c chinh tr!, tu tudrng trong d6i ngfi crin bQ gi6o vi6n.
- Ldm mQt s6 c6ng vi6c kh6c khi duqc Uigu truong ph6n c6ng.
4.DOng chf Nguy6n Th! y6n - phu tr6ch Doan rrrds Ho crrinrinn
- Xdy dwrg kti hopch vd chi dqo cdchopt ctQng cira DodnTNCS HCM;
- Tham gia ctng Chri tich C6ng dodn chi dpo thpc hiQn c6c phong trdo, cdc cuQc
vqndQng;,
- r6t hqp grn g T6ng php tr6ch DQi ph6t d0ng, duy tri c6c phong trdo thi dua cria
hgc sinh, td chirc c5c hoat dOng trong c6c ngiy tC icm;
- Ldm mQt s5 cdng viQc kh6c khi Ban gihmhiQu ph6n c6ng.
5. NhiQm vr,r cria T6ng php trdch EOi TNTP HCM
Php trdch vd chi dpo thlrc hi6n m6t s6 m{t c6ng t6c sau:
- Xdy drr-"g kti hopch vd chi duo cilchoat d6ng .riu ooi TNTP HCM;
- T[rc ti6p diAu hdnh cfc bu6i chdo c<r ddu thang, cdc ngiryL6, Hoi, ia"noatdOng
chri di6m, ngopi kho6, vdn nghQ...
- Truc tii5p phg trdchc6ng tdc thi dua khen thu&ng, hy lupt hgc sinh, chi dao d6i
cd d6 cfra nhi trucrng, theo d6i n6n ntip ky luf,t, chuy6n cdn, vQ sinh cria hoc sinh;
- Thgo d6i hqc sinh khuy6ttQt,hgc sinh nghdo, cn6 c9 hgc b6ng cho hoc sinh;
- fhOi trqrp v6i GVCN lop gi6o dpc tuy6nlfrOng vd dpo dirc hoc sinh;gi6o dpc ky
ndng sSng;,tham gia giSo duc hgc sinh c6 bi6t;
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- Phu trdch cong t6c ArGT, phdng ch6ng ma tuy tQ ngn xd h6i, HIV/S vd bao luc
hgc ducmg;

- QuAn l!, vit chfu tr6ch nhiQm c6 nhdn rrA tai s6n cria D6i;
- PhU trdch cdc hoqt clQng vdn nghQ, th6 thao trong trudng;
- PhU trdch c6ng tdc y ti5 trudng hgc;
- Ldm mQtrs5 c6ng viQc kh6c khi dugc Ban gi6m hiQu ph6n c6ng
6. TO tru6rng chuy6n m6n, t6 ph6 chuy6n m6n
6.1 T6 trucrng chuy6n m6n:
Php trdch vd chi dpo thuc hiQn mQt s6 c6ng viQc sau:
- Xdy dung yd thlrc hiQn k6 hogch hopt dQng chung cria t6; hu6ng d6n x6y dung
vd quin lV t C hopch cdnhdncria t6 vi6n theo kti hopch dpy hgc; theo d6i thgc hiQn
pha,n ph6i chucrrg trinh vd c6c hopt clQng gi6o dpc kh6c 

",iu 
to.

- T6 chr?c uoi ouorng chuy6n m6n vd nghiQp vg; tham gia dfuh gid, x(41oai cdc
thenh viOn cira t6 theo quy dinh cria ChuAn 

"ghe 
nghiQp giSo vi6n trung hoc vd

cdc quy dinh khSc hiQn hdnh.
- DA xu6t khen thu&ng, hj' luQt AOi vOi gi6o vi6n.
- Chiu trdchnhiQm t6 chirc UOi auOng trinh dQ chuy6n m6n vd trinh clQ su pham

1 , ,A
cno cac to vlen.
- Tfurc hiQn ki6m tra nQi b9 d6i vdi gi6o vi6n trong t6.
- Di6u hanh cdc hoqtdQng chuy6n m6n trong pt p- rri t6. (Sinh hopt chuy6n m6n,
td chirc thao gi6ng, dF gio t6 vi6n, chuyCn dE, phan c6ng dpy thay...).
-T6 chuc sinh hopt tO chuy6n m6n 2lan trCn mQt thringi fA" f vio tuAn z,lia Z
vdo tudn 4 cfiathang.
- Cn6m c6ng vd theo d6i thi dua cilcthenh vi6n trong t6.
-Tham gia ban chi dao x6y dlmg trudrng chu6n Qu6c gia, kii5m dfnh ch6t lugng.
- Thlrc hiQn c5c nhiQm vp kh6c do Ban gidmhiQu ph6n c6ng.
6.2 T6ph6 chuy6n mdn:
- Tham muu cho t6 trucrng trong viQc x6y dung k6 hoach vd diAu henh thuc hi6n
k6 hopch t6. -

- soSn thho, ghi ch6p, t6ng hqp c6c s5 HQu v6 c6cho4td0ng cria t6 cM.
- DiAu hanh cdchoqt d0ng chuyon m6n khi dugc Ban girim hiQu ph6n c6ng, ho{c
t6 trucrng uy quy6n.
- Tham gia ldm hO so x6y dpg trucnrg chuAn eu6c gia.
- Tham gia mQt s6 hoat dQng kh6c khi dlroc Ban gi5m hiQu ho{c t6 truong phen
c6ng.

II. Prt{N coNc NHrEM VU CHO GrAO VrEN
1. NhiQm 4r cta gi6o vi6n bQ m6n

- Day hgc vd giSo dpc theo chuong trinh, k6 hopch gi6o dpc, k6 hopch day hoc
cria nhi trucnrg theo ch6 dQ hm vi6c cria gi6o vi6n do BQ Gi6o dpc vd Ddo tpo quy
dinh; quin ly hgc sinh tlong cSchoqt dQng gi6o dpc do nhd trucnrg t6 chric; tham
Eia cilc ho4t dQng cria t6 chuyon m6n; chiu tr6ch nhiQm v6 ch6t l.rqng, hiQu qui
gi6o dpc; tham gia nghiOn criu khoa hgc su pham img dpng;
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- Tham gia c6ng t6c ki6m dinh ch6t luqmg gi6o dpc, c6ng t6c ph6 c6p gi6o duc
cria nhd trucrng;
- Ph.oi hqp v6i gi6o vi6n CN vd c5c td chric khrlc dO gido duc todn diqn HS;
- B6i dudng hoc sinh gi6i, php dpo hgc sinh ytiu k6m.

- Tham gia ldm h6 so x6y dpg trucrng chu6n eu6c gia.
2. NhiQm vp cta Gi6o vi6n chtr nhigm lop
Ngodi viQc thgc hiQn c5c nhiQm vp chuy6n mdn cdn thuc hien c6c n6i dung sau:
-X6y dung kti hopch cdc hoqt dOng gi6o dpc th6 hien rd mpc ti6u, nQi dung,
phucmg p46p gi6o dr,rc pht hqp v6i dflc di6m hgc sinh, v6i hodn c6nh vd di6u ki6]i
thgc t5 nhdm thric day su ti6n bQ cta cblop vd cria ttmg hgc sinh;
-Thgc hiQn c6c hopt dQng gi6o dgc theo k6 hopch d6 x6y dWrg;
-Phoi hqp ch?t chE v6i gia dinh hgc sinh th6ng qua s6"li6 n llq'",diqn thoai, th6m
gia dinh.., ph6i-hqp voi cdc gi6o vi6n bQ m6n, Ooan thanh nien CQn* ra" ffa Cfri
Minh, D0i'Thi6u ni6n Tidn phong HO Cfri Minh, cdc t6 chric xd hQi c6 1i6n quan
trong viQc h5 tro, gi6m s6t vi6c hgc tfp, rdn luy6n
- Nhan x6t, d6nh giSvdxi5p loai hoc sinh crrOi t 9,vd cu6i ndm hoc; d6 nghf khen
thucmgvd hi'lupt hoc sinh; dC nghi-danh s6ch hgc sinh dugc len lcrp th8ng, ph6i
ki6m tralqi,phii rdn^l"y?" thc; r,e rrant ki6m irorrg lcj, nghi hd, ph6i o lpi lop;
hodn chinh viQc ghi s0 ditlm vd hgc bp hgc sinh;
-B5o c5o thudrng kj'vdo l"i hqp hdng thdngho{c d6t xu6t vo tinh hinh cria lcrp v6i
HiQu tru.rrrg ho4c Ph6 HT.
- Thgc hiQn c6c nhiQm vp khdc do Ban eiLmhiQu ph6n c6ng.
IIr. pHAN'cONc NHrEM vu cHo Nrr{AN viei.r vANpiroNc
1. T6 trucnrg t6 vdn phdng

.Xdy dung kti hopch chung cria t6, chi dao t6 vi6n thgc hiQn theo k6 hopch tO, ki5
hopch chung cria nhd trucnrg;
- Di6u hanh c6c cuQc ho.p c6c hoat dQng trong pham vi t6;
-"Phan c6ng vd theo ddi lich truc hdnh chinh, d6n tl6c viQc thgc hiQn nhiQm vu cta
t6 vi6n;
- Theo ddi viQc ch6m c6ng ldm viQc hdng ngey cria GB,GV, NV(y6u cAu ngudi
tr.uc hdnh chinh thgc hiQn ghi s6 tryc ban)
- Thanh vi6n ban chi d4o xdy dlmg trudrng chuAn eu6cgia.
- Tham gia tryc ban hdnh chinh vd c6ng t6c ph6 c6p.
- Phan cong sap xtlp,.v-o sinh v5n phdng, phdng rroi aong theo quy dinh d6 t6 chirc
c6c hQi nghi, 15 so k6t, t6ng tet...
2. Thri quf:
-Thu c5c khoin thu cria trudng theo k5 hoqch cria HiQu tru6rng vd d6n d5c cdc
GVCNldp,hodn thdnh cdc khoan thu theo kti hoach;
-EAm b6o chi d*e dri theo lQnh chi cria Hi6u tru&ng;
-Thgc hiQn nhiQm W phdn c6ng l<h6c cria HiQu trucrng.
3. Phu trdchThu viOn
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-LW kti hopch hopt dQng thu viQn theo chi dpo cria c6p tr6n; thyc hiQn gi6i thi6u
s6ch cho CBGVNV vd hoc sinh trong trudrng;
-Lap s6 theo d6i viQc muqn sir dpng s 6ch, ienh6a ph6m hdng ngey. Hdng thdng
tpp b5o c6o vA tinh hinh sri dung;
-Phdn loai cp tho vc s6ch gi6o khoa, s8p 

"6p 
khoa ho.c dE l6y, dE tim, git gin, b6o

quin vd vc sinh thudng xuycn,.d6m b6o kh6ng bi m6i mgt, hu h6ng;
-H5ng ndm kitim kC hai l6n: Ddu ndm vd cu6inam ,lQp bdo c6o tifi-hinh v6 ch6t
lugmg IGq qua viQc sri dung. 56 s6ch thi6u ph6i duqc cp th6 ttmg loai d d6 ,u6t
-ru si- b6 sung;
-86o quan, vQ sinh thudrng xuy6n. NhQp kho c6c lopi s6ch dugc cupt oqrcmua v6,
lpp s6 ghi ch6p luu trfr hod dcrn chimg tu tru6c khi dua vdo sri dung
-Thgc hi6n t4rc ban hdnh chfnh theo sy phan c6ng cria t6 vdn phdng.
-Thu vd quAn ly, s6p x6p gQn gdng h6 so minh .i.*g ki6m or.ntr ctr'6t lucrng cria
trudrng.

-Ldm h6 so Phd cQp gi6o duc theo sr,r ph6n c6ng cria Ban gi6m hi6u
/-\ ,. ,A v r \ ,i L- uung vcvi to vrn phdng sep 16p vqn phdng, phdng HQi d6ng theo quy dinh dc t6

chirc c6c hQi nghi, 15 so ktit, t6ng t<6t...
- Hdngngdy qu6t dqn v0 sinh hdnh lang,phdng thu viQn.* C5? cdng viQc kh6c do BGH ph6n c6ng
4. T6 ph6 t6 vdn phdng
- Tham muu cho t6 trucrng trong viQc xdy dwg k5 hoach vd di6u hdnh thuc hi6n
kti hopch t6.
- Ghi ch6p, tong hgrp c6c s5 liQuvA c6c hopt d0ng ctra t6 vdn phdng.
- 'Didu hanh c6c hoat dOng cira t6 khi duqc iul, gia* hiQu ph6n c6ng, ho6c t6
trucrng uy quydin.

- Tham gia mQt sd hopt dOng kh6c khi dpoc Ban gi6m hiQu ph6n c6ng.
- Thenh vi6n ban chi dpo xdy dpg trudrng chuAn [u6cgia. 

I -

5. K6 l,rldn:

-Phu trdch c6ng tdck€ todn ctanhd truong; Thgc hiQn dg tohn,thanh quy6t to6n
kinh phf trmg thi^g, quy, ndm theo ch5 d0 quy dinh ctra Bo tdi chinh vd ngdnh

-Thtrc hiQn luu trir cdc h6 so chimg ttr, s6 s6ch kti to6n theo quy dfnh cta 86 Tdi
chinh. Thgc hiQn cdc cnc ao chinh s6ch kip thdi, tham muu v6i HiQu ,*-rg ,ri
:9"g t6c sira chfra, mua sirntdi s6n phuc vp hopt dOng gi6o dpc trong nhd truong
drng mpc dich c6 hiQu qu6.
-Hdng ndm ti5n hdnh ki6m kC tdi sin, thgc hiQn kh6u hao tdi s6n theo giirtrihao
mdn khi srl dpng, nhfing tdi s6n thanh l! phhic6 su gidm sdt crtaThanh tra nh6n
ddn vd bQ phpn php trdch.
-Thgc hiQn c6c ,lricr" vp vd y6u cdu dugc quy dinh tqi LuQt k6 to6n s,5
8812015/QH13 Chep hanh nghiCm c6c hdnh vi bicim aoi voi k5 iortn dusc quy
dfnh cria lupt ki5 bdnbanhanh ngdy 20/11/2015.
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-Thuc hiQn chti d0 du todn, chitit tinh c6 tinh kha thi, d6m b6o ti6t ki6m tdi chfnh
cho nhd trucmg.
-Hudng d5n c6c bQ phpn ldm hori dcrn chimg ttr khi thgc hi6n thanh quytit toin.
- Qu?n l)t ho so, thanh quy6t to6n kinh phi B6o hi6m y tti hoc sinh.
- ChAp hanh c6c nhiQm vp ph6n c6ng kh6c cira Hi6u trucrng.
- QuAn U,, cdp nhAt h6 so c6n bQ vd phAn mdm qu6n ly c5n bQ.
6. Php trdch c6ng t6c Php tdcthinghicm vd Thi6t bi trudrnghoc
-LAp sd theo d6i v6-vi6c muon sri dpng do dung thi6t bi aay ngc h*g ngdy.Hdng
thanglpp b6o c6o vd tinh hinh sri dpng.
-Phdn lopi cp th6 vo thict bi dpy hgc, rip 

^tip 
khoa hgc d6 15y, d5 tim, git gin, b6o

qu?n vd vQ sinh thucnrg xuyon, cl6m b6o kh6ng bi moi mot, hu h6ng.
-Hing ndm ki6m ffahailAn: DAu ndm vd ,r6i ,rem, l6p b6o c6o tint hinh v6 ch6t
lugng thi6t bi qua vi6c sri dgng. 56 s6ch, thitit bf thii5u phai dugc cu th6 timg lopi
vd dA x,r6t mua s8m b6 sung.
-Kh6ng cho hgc sinh, hodc ngudi kh6ng c6 trdchnhiQm vdo khu v.uc phdng thi6t
bi.Cdcthit5t bi, tdi sin c6 t6n trong danhmpc 

"6p 
vA, khi kiem t umai tnit5rlno6"

bithettho6t md kh6ng 16 ly do, thi nhdn vi6n pl4r trdchph6i chiu bdi thucrn g. Cdc
trudrng hqp dO vd, hu h6ng d6u ph6i lpp bi6n b6n hiQn trrryvd brlo c6o HiQu
tru&ng.
-B6o quin, vQ sinh thudng xuy6n, kh6ng ldm m6t, hu h6ng tdi s6n, thi6t bi nhd
trudng. Nhap kho c6c loai thit5t bi dugc c6p ho{c mua rrA, lpp s6 ghi ch6p luu tr&
ho6 don chimg ttr tru6c khi dua vdo sri dUng.
-Thu. hiQn tryc ban hdnh chinh theo sg ph6n c6ng cta t6 vdn phdng.
-Ldm hO so, nh0p dfi 1i6u Ph6 cpp gi6o dpc theo s1r phdn c6ng .,iu Bun gi6m hiQu
vd t6 Vdn phdng.
- Tham gia ldm h6 scy trudng chuAn eu6c gia.
-ch6p henh c5c nhiQm vp kh6c cria HiQu kucyng ho{c ph6 HT ph6n c6ng.
- ctng v6i t6 vdn phdng sdp I6p, ,r.q srph v6n phdng, phdng HQi oonftneo quy

dinh de t6 chric c6c hQi nghi, 15 so k6t, t6ng f.6t...
7. Thpc hi6n c6ng t6c Vdn thu
- Nh0n c6ng vdn di d6n vdo sO theo quy dinh vd chuy6n cho HiOu tru&ng xri ly
(ntiu c6ng vdn cria t6 chric dodn thC thfin ravd chuyen d6n ngudi d,mg da, ;;d"
th6 d6), luu trt cdng vdn di, d6n.
- Sopn thho cdc v6n b6n henh chinh cria trulng, vdo s5 vdn ban dring quy dinh vd
gti di kip thdi, dring dia chi;
- QuAn l)t h6 scv c6n bO theo quy dfnh.
- Quan ly cdc phAn mdm: H6 so s6 s6ch, D6nh gid cBCCvc, ph6n mdm qu6n ly
vi6n chric, Ph6 cQp giSo dpc, D6nh gi6 Chu6n ngh6 nghiQp GV;
- Quin ly hqc bp, d6ng d6u hgc bp, s6 di6m theo quydinh, dirng thdi gian;
- Qu6n ly vd sri dr,rng con d6u cria trucrng theo quy dinh;
- Quin ly, nhpn vi trao trh cdc lopi v6n bE g, chimg chi cria hgc sinh;
- QuAn ly, ghi ch6p s6 ddng bQ;
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- Phpc ch6 cdc lopi tdi li6u cria nhd truong khi du-o. c phan c6ng;
- ch6p hdnh c6c nhiQm vp kh6c cria Hi6u trucmg ho{c ph6 HT ph6n c6ng.
- Ldm bfuo c6o EMIP vd b6o c6o thong k0 dAu ndm, cuoi n6m hoc.
- Tham gia ldm vd quin l)t hO so trucnrg chu6n Qu6c giavd KECL.
8. Nhdn vi6n Y t6:

Chiu trdchnhiQm vA c6c m6ng c6ng viQc sau:
:

+Moi truong trudrng hoc (bao g6m vC sinh quy hoach, x6y dpg trudng, v6 sinh
phong hgc, phdngthi nghiQm, vQ sinh mdi truong: cdc c6ng trinh v6 sinh, cung
c5p nu6c vd xtr l!,rdcthAi, nu6c thai).

+vo sinh cnc ao hgc tflp, lao dQng vd sinh hoat tai nhd trudrng (thdi khod
bii5u trong ngey, trong tuAn, thcri gian vd g6nh nAng thuc hdnh lao dQng trong nhd
trucmg)

+VQ sinh trangthiCt bi vd dd dtng hoc tdp (vQ sinh hoc cp, ban gh6, bhngvd d6
dtng hec tfp).

+ Dinh dudng vd VQ sinh an todn thgc pham (vQ sinh nhe An, cfr6 Aq dinh dudng
trong nhd trucrng).

+Qu6n lf vd chdm s6c sric kh6e trong trucnrg hoc

+Kh6m vd diAu trf mQt so uenn thong thudng: c6m cirm, dau bung, dau dAu, ti6u
chtty,nhiSm trung ngodi da...

+Ti6n hanh so c6p criu ban dAu. Nhim xri ly ngay tai ch5 sdm nh6t cdc tai nan,
cdcbi6nchimg do tai npn g6y ra nhu: ch6y mdu,gSy xucrng, bong gOn, sai kh6p,
ngimg tim, ngtmg th6, diQn gift, du6i nu6c, b6ng, ngQ dQc, sirc vQt chn, divQt roi
vdo m6t, di ung, dQng kinh...

+Kh6m sirc kho6 dinh lcy vd phOn loai sric kho6 hgc sinh.

+Quin l)i hO scy sric kho6 hgc sinh

+Tri6n khai c6c chucmg trinh phdng chdng bQnh tpt vd tai nqnthucrng tich trong
trucmg hgo:

+Phdng chting c6c bQnh truy6n nhiSm

+ Benh,*y6" qua dulng h6 h5p (lao, cirm, bpch hAu, ho gd, sdi, s6t ban, thuy
dQu, dau mit d6, quai bi, vi6m mdng ndo, SARS, H5N1).

+ BCnh truydn qua dulng ti6u hod (th,ly, thuong hdn, bpi liQt, ti6u ch6y c6p, giun
s6n, vi6m gan si6u virus A).

q
txc
; fiii
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+ Benh truyCn qua dulng m6u ( stit Oangue vd ,6t 
"u6t 

huytSt dangue, vi6m n6o
Nhflt b6n, vi6m gan B, s6t vang; dich hach, s6t.6t, giun chi).



+ Beq truy6n qua davd ni6m mpc (u5n vdn, than, lQu cAu, giangmai, leptospira,
dqi, mfit h6t, HIV/AIDS).

- Phdng ch6ng benh tft hgc rtucrng (cong veo cQt s6ng, cfn thi).

- Phdng chdng tainqn,thucrng tich.

- Qhuong trinh chdm s6c sirc kho6 trcrng trucrng hgc (chdm s6c rdng mi6ng, phdng
ch6ng lao, phdng chdng s6t r6t, phdng .nO"g *rfrOj...l.
+Gi5o dpc sric kho6:

+Gi5o dgc vQ sinh c6 nhdn cho hgc sinh.

+NAng cao hi6u bi6t vd kI ndng phdng ch6ng benh tAt.

+Gi6o dr,rc gi6i tinh.

9. Nhdn vi6n b6o vQ

- Tauc,b6o vO 24124; b6o vQ an ninh lr:Atg,tdi san, CSVC cta nhd trudng, xe
cira CB-GV-NV vd kh6ch, kh6gS cho b6t cu ai mang tdi s6n cria nhd trudng ra
kh6i truong khi chua dugc su ddng y ctaHiQu trucrng] khdng dti ngucri ngodi vdo

:**3*1;lxll[TilX?l;i,J.-;pt vd rr6ng cnaiat cit cdcphong ho-c va phdng
ldm vi€c, phg tr6ch d6ng rg6t 

"4, 
dao diQn vd d6ng m6 van nu6c;

- Theo ddi vd dO xudt viQc sira chta, dAn bu,h ay th€ tdi san bi hong, m6t.
C6c tdi s6n bi h6ng, m6t md b6o vQ $6rg Uietli, do, kh6ng quy duoc tr6chnhi6m
cho ngudi d6n bi thi b6o vQ ph6i bOi thucrng;
- Tham gia cdchoqt rtOng kh6c khi Ban gifumhiQu ph6n c6ng.

rv. pHAN cONc pHU rnAcu rvrOr so LfNH vrJc:i---

1. Thu $ Ban Ph6 cflp Gi6o duc: NBuyEn Thi H6ng eu6ng
- Ldm h6 so, nhflp dt liQu ph6 c0p gi6o dpc theo sy ph6n .619 cira BGH
- Chiu trdchnhiQm chfnh 

"C 
tO so ph6 cAp.

2. Th.u ky FIDSP: Nguy6n Hiru Tu6n
Soq thho, ghi ch6p n6i dung c6c cu6c hop cria IDSP, cria H6i d6ng trudrng vA

cria t6 chric xd hQi kh6c khi ldm viQc v6i nhd trudng;

3. Thu ky hOi d6ng tu d6nh gid chdtlugng gi6o dpc: Nguy6n Thi H6ng eu6ng:
- Tham muu cho chri tich HETEG: Kti hoach, ph6n c6ng nhiQm vp c6c thanh.ri6r,
di6u hAnh c6c hopt dQng TDG
- Hucmg ddn cdcnh6m c6ng t6c thgc hiQn nhiQm vU TDG
- MA ho6 rninh chimg;
- T6ng hqp phi5u danh gid cdctiCu chf; chiu tr6ch nhi6m b6o c6oTDG;
- Qu6n trf ph6n mdm TDG.
Chir 1i:

\
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+ Toirn th6 CB,GV, NV trong trulng chiu tr6ch nhi6m c6 nhAn vd nhi6m vp duoc
giao tru6c BGH vd c6p tr6n thuQc linh vuc minh dugc phU trrich. QuAn ly vd hodn
thdnh crlc h6 so thuQc linh vuc phU trSch dAy dri, dring quy clinh. Chiu trtchnhi6m
cung c6p dAy du th6ng tin vd h6 so thu6c linh vuc phu tr6ch khi duoc ki6m tra.
+ Gi6o vi6n dugc ph6n c6ng trgc ban d6n theo ddi truy bdi, theo d6i nC n6p 6 cdc
lop tt ti6t t d6n h6t bu6i hoc; dqy thay ho{c qu6n ly lo,p c6 Gv rSng dqt xu6t.
* TrUc ban hdnh chinh theo ddi s! sti hoc sinh cdc lop; xri ly c5c tinh hu6ng cl6t

A.xu6t xAy ra trong bu6i truc; theo ddi vi6c thpc hiQn thdi gian ldm vi6c cria
CB,GVNV vd ghi s6 truc ban.
* Truc ban BGH theo d6i d6n d6c cdn bQ, giSo vi6n, nh6n vi6n vd HS thuc hi6n
dringcrlc quy dinh; xir ly tinh hu6ng trong bu6i trpc; ghi s6 truc vdo cuoi bu6i
NQi dung cdng vi6c duoc giao o tr6n sE c6 sg thay d6i khi c6 su bi6n dQng vC tinh
hinh nhdn sr,r cira nhd trulng (sE c6 Quyt5t dinh bO sung).

Noi nhQn:
- Phdng,QP-DT (b6o c6o);
- Nhu diAu 3 (d6 thuc hiQn);

- LuuVT. TRTIONG

Truong Tii Phucrng

rmtsre



UBND HUYE.N PHU XUYEN
TRTIONG THCs prru yflN

Phg h

nAo cAo
rEr quA RA soAr, eHAN coxc vIEN crruc, LAo DqNG Hqp oONc rHBo vI TRi vrEC LAM EUqc DUvET

STT Vi tri viQc lim

YOu cAu vO

trinh iIQ chuy6n
mdn, nghiQp vg
duqc dho t4o

Ng4ch chric
danh nghd

nghiQp
Hg tOn nguli rlim nh$n

Trinh tIQ chuy6n
mdn, nghiQp vg hiQn

tai

Chfc danh ngh6 nghiQp

hiQn giir

Drlnh gir{

sq phtr

hqp
Ghi

I VTVL lsnh uan

I HiQu trudng Dai hgc v.07.04.31 Tir Thac si- QLGD vi6n THCS II
2 Ph6 Hi6u Dai hoc v.07.04.31 Thi Thu Hu<rng D4i hoc- Torin Gi5o vi6n THCS Hpng II

II nghiQpVTVL chrirc danh
ch n

1 Girlo vi6n THCS hAng II hqc Y.07.04.31 guy6n Thi Minh NguyQt Gi6o vi6n THCS h4ng II

2 GiSo vi6n THCS II v.07.04.31 Thi Mai Hoa To6n Gi5o vi6n THCS II
J Gi6o vi6n THCS il D4i hgc Y.07.04.3t Thi Thdnh Eai hoc- To6n GiSo vi6n THCS II
4 Girio vi6n THCS il hQc v.07.04.31 Thu D4i hgc- Anh Girio viOn THCS II
5 Girio vi6n THCS il v.07.04.31 Htu Dai hoc- GDTC Girio vi6n THCS II
6 Gi6o vi6n THCS II v.07.04.31 Chu Thi Thanh V6n - VEn GiSo vi6n THCS II
7 Girlo vi6n THCS II v.07.04.31 H6a Girio vi6n THCS II
8 Girio vi6n THCS II v.07.04.31 rhi - Vdn Girlo vi6n THCS Il
9 GiSo vi6n THCS II v.07.04.31 Vdn GDTC Gi6o vi€n THCS II
10 Gi6o vi6n THCS m Dai hoc Y.07.04.32 Thi Y€n Dai hoc- Nhac Hqa Gi6o vi6n THCS III
11 Gi5o vi6n THCS II Epi hqc Y.07.04.32 LO Thi Y€n Gi6o viOn THCS II
12 Gi6o vi6n THCS III Dai hoc Y.07.04.32 ThiTir Eai hoc- Dia Gi6o vi6n THCS hpng III
13 Gi6o vi6n THCS hsng III Dpi hgc y.07.04.32 Edo Thi.Hoa Gi5o vi6n THCS III
14 Gi6o vi6n THCS m Y.07.04.32 Minh E4i hgc- Sri Gi6o vi6n THCS III
l5 Gi6o vi6n THCS m D4i hoc Y.07.04.32 guy6n Khdnh Dai - Vdn Girlo viOn THCS m
t6 Girio vi6n THCS llI Y.07.04.32 Phan Thi hoc- C6ng Ngh6 Gi5o vi6n THCS III
11 Girio vi6n THCS III Dai hoc Y.07.04.32 LO Nr Dai hoc- Gi5o vi6n THCS III
18 Gi6o vi6n THCS III Dai hoc Y.07.04.32 F{i6ngLlyen Eai hoc- Anh Gi6o vi6n THCS III
19 Gi6o vi6n THCS ili hqc Y.07.04.32 L IJ Thac sI- To6n Gi6o vi6n THCS III

hoc - Vdn



STT

YOu c6u v6
trinh tIQ chuy6n
m6n, nghiQp vg
duqc tlio t4o

Ng4ch chrfrc

danh ngh€
nghiQp

Hg t6n ngudi dim nhgn

2

Trinh tIQ chuy6n
m6n, nghiQp vq hiQn

tai

Chrfrc danh nghd nghiGp
hiQn giii

D6nh gi6

sq pht
hqp

Ghi

20 GiSo vi6n THCS III hqc Y.01.04.32 Thi M Linh si- Sinh GiSo vi€n THCS III
2t Gi6o vi0n THCS m Y.07.04.32 Ki6u Thi N Dai hoc- Gi6o vi€n THCS III
22 Gi6o vi6n THCS m Dai hoc Y.07.04.32 D5 Thi Nu Eai vi6n THCS III
LJ Gi6o vi6n N Phucrng Anh Dai hoc- To6n Gi6o vi6n
24 Gi6o vi6n D6 Linh Anh Gi6o vi6n
III m6n dVTVL

1 KTthu0t Trung c6p v05.02.08 Vfi Thanh Hi6u D4i hoc- Anh K! thuQt vi6n hang IV

I Thu vi6n Trung c6p v10.02.07 Nguy6n Thi VAn Khanh Trung c6p thu viQn thu viQn hang IV
1 VEn thu 02.008 N rhi Anh vi€n vdn thu
I todn Lan Cao totrn to6n HDvlen
1 Y Cao Y vlen HE

IV V! trf viQc lim ttq'

I vlen vu 01.015 Thu H to6n vlen HD
2 vi6n b6o r'6 01.015 Cao Anh NhAn vi6n bAo HD
J vi6n bAo 01.015 Thanh Eai hoc - VEn vi6n b6o HD

Nguoi lflp bi6u
(Ky, ghi rd hp ftn)

PhilXuyAn, ngAy 05 thdng 9 ndm 2024
HIEU TRIIdNG

dti")

+^8"
*?,i e hwPtuo? P8U

ftnvd

IEU TRUONG

ffr gfurrtrry

Vi tri viQc lim

Mai



UBND HIIYEN PHU XUYEN
TRTIONG TIICS PHU YTN

56 LTIqNG NGTIOI LAM VIPC CUA TTrNG V1 rNi VIPC LAM

Phil l0 thdng 0l ndm 2024

ro d6u)

Phucrng

ya

T{Utic

yflu
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STT
56luqxg

1 Nht6m vi trf viQc Iim gin vrii ciic nhiQm vg quin ly, tlidju hinh

2 )1

3 r6m vi tri viQc Iim gin vtit nhiQm vg h6 tr-o., phgc vB 3

4

NQi dqng

",

vi tri viQc lim gin vrii c6c nhiQm vg ho3t tlQng ngh6 nghiQp

Lao ttQng hgp tl6ng
7



UBND HUYEN PHu xuYEr't

TRt/oNG rtcs pHU vEtl

NGACH/ cHtlc DANH Ncnn NGHTEP

STT Hg vdr t6n
Mfl, nghach chrfrc danh

nghd nghiQp
Chfc danh nghd nghiQp

Nht6m vi trf viQc ldrm gin v6'i cric nhiQm vg quin $, tli6u hinh

1 Truong Tri Phuong Y07.04.31 Girio vi6n THCS h4ng II

2 Hoing Thi ThuHuong v07.04.31 Gi6o vi6n THCS hpng II

Nhr6m vi tri viQc lhm gin voi cfc nhiQm vg hoqt ttQng nghdr nghiQp

1 Ngry6t Thi MinhNguyQt v07.04.31 Gi6o viOn THCS hang II

2 Nguy6n Thi Mai Hoa Y07.04.31 Gi6o vi6n THCS h4ng II

J Nguy6n Thi Thenh Y07.04.31 Gi6o vi6n THCS hpng II

4
l

Ngpy6nThi ThuHuyAn Y07.04.31 Girlo vi6n THCS h4ng II

5 Ng,ryS.Hiru Tuan Y07.04.31 Gi6o vi6n THCS hang II

6 Chu Thi Thanh Vdn v07.04.31 GiSo vi6n THCS hpng II

7 Nguy6n Thi H6ng Nhung v07.04.3r Gi5o vi€n THCS h4ng II

8 TrAn Thi H6ng Y07.04.37 Gi5o vi6n THCS h4ng II

9 Nguydn Thi YOn Y07.04.32 Gi6o vi6n THCS h4ng III

10 Ki6u Vdn HiQu v07.04.31 Gi6o vi6n THCS h4ng II

11 LC Thi YOn Y07.04.32 Gi6o vi6n THCS h4ng III

12 NguySn Thi Tf UyOn v07.04.32 GiSo vi6n THCS h4ng III

13 Ddro Thi,Hoa Y07.04.32 Gitio viOn THCS hpng III

14 LC Thi Minh H6rrg Y07.04.32 Gi6o vi6n THCS h4ng III

15 Nguy6nKh6nhLy Y07.04.32 Gi6o vi0n THCS h4ng III

t6 Phan Thi Chang Y07 -04.32 Gi6o vi6n THCS h4ng III

17 LC Thi Nghia Y07.04.32 Gi6o vi6n THCS hpng III

18 Nguy6n Thriy Hi6n Y07.04.32 Gi6o vi6n THCS h4ng III

t9 Nguy6n Ly Htng Y07.04.32 Gi6o vi6n THCS hpng III

20 Nguy6n ThiMy Linh Y07.04.32 Gi6o vi6n THCS h4ng III

2t Ki6u Thi Ngqc Anh Y01.04.32 Gi5o vi6n THCS h4ng III

22 D5 Thi Nu Y07.04.32 Gi6o viOn THCS h4ng III

Nh6m vi tri viQc ldm gin voi nhiQm vB h6 trg, phgc vg

Pf,U

I,{ffit

tr,



1 Nguy6nT.Vdn Khanh v10.02.07 Nhen vi6n thu viQn

2 Thanh Hi6u v05.02.08 K! thuQt vi6n

J guy6n Thi H6ng Quang Md s6: 02.008 Nhan viOn vdn thu

Nht6m Lao dQng hqP tl6ng:

1 NgrrySt Thi Thu HuYCn Md s6: 01.015 Nhan vi6n phpc v1t

2 Ng,ry6rThi Thanh M5 s6: 01.015 NhAn vi6n bio vQ

J guy6n Thi HuQ Md s6: 01.015 Nhin vi0n bio v0

4 Nguy6n Thi Mai Huong Nhanvi6n Yti5

5 Thi LanPhuong Nhan viOn kti toSn

6 guy6n Th! Phuong Anh Gi6o vi6n

7 E6 Phucrng Linh Gi6o vi6n

Phil YAn, ngdy I0 thdng 0l ndm 2024

IIIEU TRTIONG
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UBND HUYE. N PHU XUYEN
T@N

cgNG HoA xA ugr cnt NcuiavrTT NAM
DQc lfp -Tg do- H4nh phrfc

PhilYAn, ngdy 0l thdng B ndm 2024

sANc tuO rA
KIIUNG NANG LTI. C VI TRi VIEC LAM TRTIONG THCS

(Ban hdnh theo QD sti IZOO\}O-UBND nsdy 29/4/2020 cfia UBND TP Hd NOi)

1. Hi6u trucmg:

NEng luc:

- Ndm virng chi truon g ciaDing, quy dfnh cria ph6p luft vC ngdnh, linh vpc c6ng
tdc. :

- Thuy0t phUc, quy tU Ph6 HiQu tru&ng, c6c vi6n chfc, ngudi lao dQng trong nhd
trulng, cdc tii chric, cd nhdntham gia xdy d1mg vd ph6t trir5n nhd truhng.

,,
- Ph6n tich tinh hinh vd dg b5o dugc xu th6 ph6t tri6n cria nhd trudng trong giai
dopn 5 ndm, 10 ndm, xdy dpg dugc tAm nhin chi6n luqc k6 ho4ch ph6t tri6n nhd
trulng theo tring giai do4n hu6rng t6i sg phSt tri6n toan diQn cria m5i hoc sinh vd
ndng cao hiQu qu6, ch6t lugng gi5o dpc;

- Ndm virng m6n hgc dd ho{c ctang cl6m nhfln gi6ng dqy, c6 hi6u bii5t vA c6c m6n
hgc kh6c ddp tmgy6u cAu qu6n ly.

- Quy6t dinh dring Aan, t<ip thdi vd d6m chiu trdchnhiQm vd c6c quytit dinh nhem
tl6m b6o co hQi hgc tfp cho hgc sinh, n6ng cao chdt lugng vd hiQu qui gi6o dpc
cria nhir trudng;

- Xdy dUng vd thlrc hiQn hiQu qui kti hopch, chucrng trinh gi6o dpc c6p THCS phr)

hqp v6i chucrng trinh henh dQng vd tAm nhin chitin lu-o. c cria nhd truong;

- Qu6n Ii,, tO chric vd hucmg d6n hoat dOng dpy hgc ciua gi6o viOn theo y6u cAu

d6i m6i, ph6t huy d6n chri, khuy6n khich sg s6ng tqo ctngi6o vi6n;

- T6 chric, thgc hi6n hiQu quiphucrng ph6p dpy hgc vd gi6o dgc tich cuc; ki6m tra
d6nh gilkil qu6 hgc tfp, rdn luyQn cria hgc sinh vd k5t qu6 thgc hiQn nhiQm vp
cria gi5o vi6n.

- C6 ndng luc trong quin tri nhdn sg, tO chirc, henh chinh nhd trudng.

- Quan Iy titi chinh, quan ly sri dUng hiQu qui tdi san nhd trudng, thi6t bi dpy hgc
phUc vU dOi mli giSo dr,rc ph6 th6ng vd qu6n l)i henh chinh, x0y dlmg vd cii ti6n
cdc quy trinh ho?t dQng, TTHC, quin l)7 hO so, sO s6ch theo drrg quy dfnh.

/



- K! ndng thuy6t trinh

- K! nlng giao ti6p, img xt
- K! ndng phOi frq'p trong c6ng vi6c

- K! nlng xrlly tinh hu6ng

- Kf ndng t6ng hgp, ph6n tfch, dd xu6t giai phap

- K! ndng hi6u bitit vC tam l!,, ndng lpc cta dQi ngfl; phan c6ng, giao viQc pht hgrp vdi
n5ng ltrc vd vi tri viQc ldm.

- K! n[ng sri dr,rng thanh thao mQt s6 c6ng cu c6ng nghQ th6ng tin trong quin tri nhd
trudng, trong ho4t tlQng d4y hgc;

- K! ndng sri firng thdnh thpo cdng nghQ th6ng tin trong tti6u hdnh vd so4n gihng;

- K! nlng gi6i quyiSt kii5n nghi cria vi6n chric, nhdn vi6n, cha mg hqc sinh 1i6n quan di5n
nhd trucrng.

2.Ph6 HiQu trucmg:

Ning lltc:

- Nfm virng chri trucrng cria Eing, quy <Iinh ctaphdp luflt vC ngdnh, linh v.uc c6ng t5c.

- Thuy6t phuc, quy tp vi6n chric, ngucri lao dQng trongiihi trunng, cdct6 chfc, c6 nh6n .---:/.s
tham giaxdy ftmg vd ph6t tri6n nhd trudmg. {
- N6m vimg mdn hgc dE ho{c dang dim nhQn gi6n g d?y, c6 hi6u Uii5t vA c5c m6n hoc 7g

kha;;ap tigvc, rd" ila" i)t. '> 
*7r) 

"*l!.ilu
-'Tham mrru, t16 xudt c6c biQn pht{p nhim il6m b6o co hQi hqc tflp cho hoc sinh, ndng )--
cao ch6t lugng vd hiQu qu6 gi6o duc cria nhd trulng; \
- Xdy dung vi thpc hiQn hiQu qu6 kti hopch, chucrng trinh gi6o dpc c6p THCS, kC hoach
cdng t6c n[m, quy, thdng,tudn cria nhd trunng theo linh v.uc php trdci;

- Quan ry,tO chric vd hucmg ddn ho4t ttQng day hgc cria giSo vi6n theo y6u cAu d6i mdi,
ph6t huy ddn chri, khuy6n khich sg sSng tqo ciagiSo vi6n;

- T6 chric, thpc hiQn hiQu qui phucrng ph6p day hgc vd giSo dpc tich cgc; ndng lgc ki6m
tra ddnh gi|k}t qu6 hgc tflp, rdn luyQn cta hgc sinh vd k6t qu6 c6ng t6c cria gi6o vi6n.

- Quin.ly sri dpng hiQu qu6 tdi sin nhd trudng, thiat bi day hqc phpc vu aoi m6i gi6o
dpc ph6 th6ng vd quin l)i.hanh chfnh, xay dung vd cii lii}n c6c quy trinh hoat ttQng, thri
tpc hdnh chfnh, qu6n ly hd so, s6 srich theo dring quy dinh.

- PhOi hqp vdi d6ng nghiQp, cha me hgc sinh vd cQng tl6ng dC ndng cao hiQu quh giito
dpc hqc sinh THCS.

K! ndng:

- K! ndng l5nh dao, qudn ly, tti6u hanh.

- K! ndng thuyCt trinh



- K! ndng giao tiiSp, img xrl

- K! nlng pfrOi frqp trong cdng viQc

- Ki ndng xrlly tinh hu6ng

- K! ndng t6ng hqp, ph6n tfch, dd xudt giai phap

- K! n5ng hieu bi6t vo tam r!,, ndngluc cria dQi ngfi; phdn c6ng, giao vi6c pht hqp v6i
ndng luc vd vi tri viQc ldm, thric diy phdt tritin ndng llrc cho giSo vi6n, nhdn vi6n cria
dcrn vf;

- K! n6ng st dpng thAnh th4o mQt s6 c6ng cp c6ng nghQ th6ng tin trong quin tri nhd
trudng, trong ho4t dQng d4y hgc;

- Kf nlng gi6i quytit kii5n nghi cria vi6n chfc, nhdn vi6n, cha me hgc sinh li6n quan d6n
nhd trudmg.

3. Gi6o vi6n trung hoc co s&:

Ndng luc:

- Nim vfng chri trucrng cria EAng, quy tlinh cria ph6p luflt vO ngdnh, linh vuc c6ng tdc.

- Nam viing vd thpc hiQn c6 hiQu qui k6 ho4ch, chucrng trinh gi6o dpc THCS ;xdy dung
k6 ho4ch c6ng t6c cht nhiQm (n5u dugc phdn c6ng); b5m s6t ki5 froactr ho4t dQngcria td
chuy6n m6n vd chuong trinh ho4t dQng cria nhd trulng;'

- NAm vtng m6n hoc dd hopc tlang t16m nhfln gi6ng dqy, c6 hi6u Ui6t vO phucrng ph6p
gi6ng dqy cdc m6n hoc kh6c;

-Jhu. hi6n,hi6u qui phucrnephfup day hgc tich cuc, t6 chric c6choqt dOng

gi6o dpc pht hqp ttOi tuqng hoc sinh, dim b6o ch5t luqng_gi6o dgc toan diQn, ph6t huy
tinh tich cqc, chti dQng, si{ng t4o cria hgc sinh ndng cao ch6t luqng vd hiQu qua giao dr,rc
cria nhd trucrng;

- Thqc hiQn ki6m tra, dirith gi|k}tqui hgc tflp, rdn luyQn cria hgc sinh; c6ng t6c thi rlua
khen thuong, ky ludt t16i v6i hgc sinh theo quy dinh;

- Sri dpng hi6u qud tdi sin, thi6t bi d4y hgc phuc v.u aoi moi girio dpc THCS, qu6n ly h6
so, s6 siich theo quy tlinh.

K! nlng:

- K! ndng thuytit trinh, di6n dat luu 1o6t.

- K! ndng giao ti6p, ring xrl

- K! ndng phOi trgp trong c6ng viQc; pfrOi hqp vdi cha mg hgc sinh vd cQng rl6ng 116

ndng cao hiQu qui gi6o dpc hgc sinh THCS;

- K! ndng ldm viQc nh6m

- K! ndng xri ly tinh hu6ng

- K! ndng t6ng hgp, phdn tich, d6 x:uAt giiliphdp
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- K! ndng sri dpng thanh thpo cdng nghQ th6ng tin trong soan gi6ng gido 1ndiQn tri;

'K! ndng sri dpng dring muc dfch, dring quy tfinh vd hiQu qu6 thi6t bi day hgc cria nhd
truong.

- K! nang hryil,khi.h, t4o dQng lpc hgc tQp cho hoc sinh, hu6ng d6n hgc sinh phdt
tri0n c6c m{t vc ki6n thric, ndng luc, phAm ch6t phtr hqp v6i timg c6 nh6n.

- K! ndng gi6i quy6t kitin nghi cta tl6ng nghiQp, php huynh hqc sinh lien quan d6n gi6ng
d4y ho4c c6ng t6c chti nhi6m (nt5u duqc phan c6ng), kip thdi b6o cio Ban Gi6m hieu
c6c nQi d.ng vugt qud thAm quyen.

4. Thu viQn:

NEng lyc:

- Nim dugc c6c qr1y dinh cria ph6p luflt, ch6 dQ chinh s5ch cria ngdnh, linh v.uc vit c6c
ki6n thric co bin veHnh rr.o. .rrry6n mdn nghiQp qr thu vi6n trudg hqc;

- Hi6u ciic mr,rc ti6u vd e16i tuqng quin ly, c6 kitin thric am hi6u vC s6ch b6o, truy6n pht
hqp v6i hia tu6i;

- C6 kha nlngtham mtru, dC xu6t, Qp kC ho4ch v6i thri tru&ng dcrn vi c6c n6i dung, gi6i
ph6p sr{ng tao dc thuc hicn nhiQm vuthuQc linh v.uc thu viCniruorrg ho.;
- DOi mdi quy trinh hopt tl0ng cria thu viQn trudng hoc, khuyt5n khich tpo dQng luc cho
hoc;inf ru{T: nghiCn criu, thu th0p th6ng tin trong hfth6ng thu viQn nhd truong phuc
vu tdt chcr vi6c hqc tflp;

- Phoi 
for_ "oi -dd"g 

nghiQp, *u rne hgc sinh vd cQng d0ng g6p phAn n6ng cao ch6t
lugmg d4y hgc thdng qua hQ th6ng thu vi6n nhd truong.

r.y nang:

- K! nang trinh bdy, b6o cito 16 rdng, m4ch lpc

- Kf ning giao ti6p, img xri

- K! ndng phOi frqp trong c6ng viQc

- K! ndng ldm viQc nh6m

- K! nlng xri ly tinh hu6ng

- K! nlng bit5t sri dung cdcftngdung, phAn m6m cdng nghQ th6ng tin theo y6u cAu c6ng

- Kf ndng t6 chr?c ho4t dQng thu viQn nhd trudng c6 hi6u qui, hd trg tfch cuc cdc ho4t
dQng gi6o duc cria nhd trudng;

- K! ndng bio quan s6ch, b6o,titiliQu, trang thi6t bi khoa hqc &ing nghi-6p v.u

5. Thi6t bi, thi nghi6m:

Ndng lgc:
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- {6m cluqc cdc qyy dinh cria phSp luflt, ch6 dQ chinh s6ch cria ngdnh, linh v.uc vir citc
ki(!n thric co bdn vC linh r..o, 

"huy6r, 
m6n nghiQp vp linh vuc thi6t"bi, tfri 

"gfrie-,r"*Shgc; :

- Hi6u'bit5t co b6n v6 c6c m6n hoc thuQc c6p THCS, bitSt sri dpng hQ th6ng thitlt bi d4y
hec nhim h6 trq t6t cho gi6o vi6n trongviQc ch,rAn ui oa d;difi iap t*0. khi t6n lop;

- Ndm viing nhiQm v.u ctA nh0n vi6n thi6t bi trong trudng THCS;

- c6 hi6u bitit chuyCn sdu vc c6ng t6cthiatbi, thf nghiQm trong trudng THCS

- c6 fha ndng tham mrru, 116 xuAt, gp k6 ho4ch thlrc hiQn c6c nQi dung, gihi phdp sang
tao 116 thyc hi6n nhiQm vu thuQc linh v.uc thi6t bi thf nghiQm trucrng hqc;

- Eoi mdi.quy trinh ho4t clQng cria phdng do dtng, thu thQp, tim toi c6c d6 dtng d4y hgc
phUc vU t6t cho viQc d4y hoc cria giao rri6, trong trudng;

K! ndng

- K! nlng trinh bdy, b6o c6o rO rdng, m4ch l4c

- K! ndng giao titip, ring xrl

- K! n[ng ph6i hqp trong c6ng viQc

- Ki ndng ldm viQc nh6m

- K! ndng xrlly tinh hudng

- K! ndng t6ng hgp, phdn tich, d6 xu6t giai phap

- Kf ndng so4n th6o vrn ban dring thd thric, sri dpng c6c tmgdung, phAn mem c6ng nghQ
th6ng tin theo y6u c6u c6ng viQc;

- K! ndng quin ly, thitit lflp h6 scv vd luu trii vdn bin hdnh chfnh, thri tpc hdnh chfnh theo
quy dinh; luu gifi cdctrangthi6t bf, tlO Otng dpy hoc ngdnnhp,khoa hoc, dE tim kiiSm,

- K! ndng hucrng d6n st dung, b6o quin thiist bi, eO Aring d4y hgc trong nhd truong dring
nghiQp v.u.

6. C6ng nghQ th6ng tin:

NIng lgc:

- Ndm tlugc c6c quy dinh cta ph6p luflt vc tintr nuc chuydn m6n nghiQp vp c6ng nghQ
th6ng tin

- Thanh thpo vC c6ng nghQ th6ng tin

- Kha ndng phdi hqp trong c6ng viQc t6t

- Quin ly hQ thongmay tinh vd c6c phAn mcm img dlrng trong trucrng hgc

Ki ndng:

- Xri l)r tinh hudng;

- Kha ndng ph6n tfch;

- K! ndng giao tit5p;
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- K! ndng phOi hqp;

- Sri dpng ngo4i ngt;

- K! n[ng tin hgc, mdy tinh.

T.Kdtoin:

Ndng lgc

- Am hiOu vd nim chic cdc vdnbin quy tlfnh vC linh v.uc kti toan

- NAm virng c6c quy dinh criaph6p luflt, ch6 iIQ chinh srich cria nhd nu6c, vdn ban hucmg
d6n chi d4o cta c6c ccy quan chuy6n ngdnh vC tintr Wc Tdi chfnh - kti to6n;

- C6 ndng lgc chuy6n m6n vd c6ng t6c tdi chfnh kti to6n, sri dr,rng thdnh thpo phAn phAn
m0m kC to6n.

--.;.- Hieu rd c6c muc ti6u vd d6i tuqng quhnly, hQ th6ng c6c nguy6n t6c vd co ch0 quin ly
cria nghi-ep w t;i chinh kti to6n; hi"C" a"d[e irr6rJia chric cdc co quan rr,J""ir, .r,?'
dQ c6ng vp

- NAm 16 quy trinh x6y dgng c5c phuon g 6n, k€ ho4ch, c6c quytlt rlinh cu thO vA c6ng
t6ck€,toin;

- C6 phuong ph6p nghiCn cr?u, t6ng ttit va dC xu5t, c6i ti6n nghiQp w quan lj,; c6 ndng
l1rc ldm viQc dQc 16p ho4c ph6i hqp theo nh6m; c6 ning,{1rc tri6n khai c6ng viQc b6o d6m
ti6n dQ, chSt luqng vd higu qu6;

- Theo d6i, tdng hgp vd chri dQng lflp b5o c6o tinh hinh ng6n s6ch t4i dcrn vi, cung cdp
kip thdjcSc thdng tin vd b6o cirothting kC theo ctri5 eO quy elinh tt6 phpc vp c6ng tic cttr
@o, di6u hanh cria HiQu tru&ng.

K! nang

- K! nang trinh bdy, bilo cito rd rdng, mpch lpc

- K! nnng giao tir5p, fmg xri

- K! nlng phOi frqp trong c6ng viQc

- K! nlng ldm viQc nh6m

- K! ndng xri ly tinh hu6ng

- K! n[ng phdn tich, t6ng hqp tinh hinh, b6o c6o dhnh gi6,tdi chfnh co quan.

- K! ndng sopn th6ovdnbtntlung thti thric, srl dqng c6c img dung, phAn mcm c6ng nghQ
thdng tin theo y€u cAu c6ng viQc;

- K! nang quan ly hd so, luu trfr chimg tu, s6 liQu chinh x6c, dring nguy6n tic.

8. Thri qu!:

Ndng lyc

- SEm vrng citc quy dinh ctia phr{p luflt, chiS dO chinh s6ch cria ngdnh, linh vgc vir cdc
ki6n thric co bin vC linh vuc chuy6n m6n nghiQp vp dugc giao
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- Hi6u 16 vd tu6n thri c6c quy <linh cria ph6p luAt vC nghiQp ru thri qu!;

- C6 nlng lgc ldm viQc dQc 14p ho4c pfrOi frqp theo nh6m; c6 n[ng luc tri6n khai c6ng
viQc b6o dim ti6n d0, ch6t tuqmg va higu qu6f

- ei6t xgv dune k6 ho4ch cdng t6c, quy trinh c6ng viQc vd thyc hiQn nhiQm 4r dring quy
trinh, titin dQ, ch6t luqng;

- Thlrc hi6n,c6ng t6c chuy6n m6n theo cdcvdnb6n chinh s6ch quy dinh cria nhd nu6c.

- Lap hO so theo d6i thu chi theo cdng t6c chuy6n m6n;

- Chi tri dring d6i tuqng, dung quy dinh.

- C6 tr6ch nhiQm, trung thuc, cAn thfln, chinh xdc trong c6ng viQc.

- C6 kha ndng ldm viQc dQc l6p, bii5t rlinh huong xri ly, i16 xu6t gi6i ph6p phu hqrp rte giai
quy6t c6ng viQc.

Kf n[ng

- Ki nlng b6o c6o, trinh bdy m?nh 14c, rO rdng.

- K! ndng giao ti6p, img xft

- K! ndng phOi h-o-p trong c6ng viQc.

- Ki ndng ldm viQc nh6m

- K! nlng xri ly tinh hu6ng trong c6ng viQc.

- K! ndng thpc hiQn c6ng viQc dring quy dinh, quy trinh, dring tiiln dQ theo phdn c6ng;

- K! ndng quan ly ho so, luu trfr chimg tu, s5 hQu chinh x6c, dingnguyCn tic.

- K! ndng cAn thfln, chfnh x6c trong c6ng viQc.

- K! ndng so4n thiovdn ban dring thc thric, sri dgng cfc img dung, phAn mem c6ng nghQ
thdng tin theo y6u cdu c6ng viQc;

9. V[n thu:

Ning lpc

- C6 kiiSn thric vC quan ly vdn ban hdnh chfnh nhd nu6c.

- Nim dugc co c6u t6 chfc, chric ndng, nhiQm vp cria don vi

- Hi0u rd cdc quy chti cria dcrn vi v6 c6ng t6c vdn thu

- N6m'r.ft.rg c6c quy chi5 bao mQt v6n thu vd sao in tdi 1i0u

r\.y nang

- K! ning trinh bdy, b6o c6o rd rdng, m4ch l4c

- K! ndng giao ti5p, img xfr

- K! ndng phOi hqp trong c6ng viQc

- Kf nang ldm viQc nhfuv
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- K! n6ng xA $ tinh hu6ng

- K! ndng bi6t sri dung cdc imgdung, phAn mAm cdng nghQ th6ng tin theo y6u cAu c6ng

- K! ndng bi6t sdp x6p c6ng viQc hqp l1i vd uu ti6n thgc hiQn c6ng vi6c theo thdi gian.

- K! ndng quhnly,thitit lflp h6 so vd luu tr0 vdn ban hAnh chinh, thti tpc hdnh chfnh theo
quy tlinh.

10. Yt6:

NIng lgc

- N6m dugc c6c quy dinh cria ph6p luflt, ctr6 AO

kitin thric ccr bin ve y t6 ho-c ducrng cria ttmg c6p
chfnh s6ch cria ngdnh, linh vuc vd c6c
hqc;

- N.u* rO quy trinh xdy dwg c6c phucrn gdn,k(:ho4ch, c6 kii5n thric am hi6u vA c$ng t6c
y tC hgc ducmg;

- c6 phunng phdp nghiCn cr?u, tong ttit va dA xu6t, c6i tii5n nghiQp vp chuyen m6n;

- C6 kha n5ng tham muu xdy dUng thgc dcrn khoa hgc, dim b6o dt dinh duong, an todLn
thqc phAm eho hgc sinh (ni5u trudng c6 b6n tril)

- TO chric kh6m sric kh6e cho vi6n chric, nhdn vi6n vd hgc sinh theo quy dinh. Qu6n ly
h6 so sric kh6e cria vi6n chric, nhdn vi6n vd hgc sinh, trahg thi6t bi y t6, ;"rh -ui tfruOl
tOi thiCu, c6ng t6c phdng chdng dich bQnh, phdng tr6nhtainqnthuong tich, vQ sinh m6i
trudng, y tC hgc duong... ,\
- Cdi ti6n quy trinh ho4t clQng, thu thflp thdng tin, theo d6i, th6ng ke tinh hpng sric kh6e r'-)
clra trd hang ndm khoa hoc, quin b7 hO scy s6 s6ch, tht tpc hanh .tri"t dring nguy €nthc; !,.j 

,,,

- PhOi hqp v6i gi6o vi6n chri nhiQm tri6n khai ciic c6ng viQc vC chdm s6c sric kh6e rt6i /
v6i hgc sinh theo dinh lci; 1

- PhOi hqp v6i tl6ng nghiQp, cha mg hoc sinh vd cQng el6ng cl6 ndng cao ch6t lugng ch6m
sric kh6e cho tr6.

K! ndng ,

- K! ndng trinh bdy, bilo c6o 16 rdng, mpch lpc
.>2- K! ndng giao ti6p, tngrof'

- K! ndng ptrOi hgp trong c6ng viQc

- K! ndng ldm viQc nh6m

- K! n[ng xri ly tinh hu6ng

- K! ndng t6ng hqp, ph6n tfch, dC xu6t giai phap
.t

- K! ndng so4n th6o vdnbhndring thti thfc, sti dpng cfucimgdung, phAn mcm c6ng ngh6
th6ng tin theo y6u cAu cdng vi6c;

- Kf ning so criu mQt s6 tinh hudng vO tai n4n, thucrn gtich.



- K! ndng sri dpng dring muc dich, dring quy dinh vd hiQu qui thiCt bi y tri cria nhd
truong.

11. H6 trq girio dpc ngudi khuy6t t6t:

Ndng l1rc

- C6 kii5n thric hi6u bi6t vA chinh siich, phiip.luflt, thgc hiQn phdp luflt trong nhd trudng
vd vdn h6a hoc dudrng; kitin thfc, hi6u tii5t 

"e 
Oac dii5m, nhucAu cria nguofkhrv6itat:

- Ndng luc h6 trg ngudi khuy6t tflt theo tlac di6m tdml! cria ngudi khuyi5t t6t.

- thgc:hipn,ho6c pfrOi frqp thpc hiQn chucrng trinh h6 trg gi6o dr,rc ngudi khuytit tflt.

- Quan ly hoc sinh.

- Xt ly tinh hutSng;

- Kha ndng phdn tich;

- K! ndng h6 trg, tu v6n;

- Kf ndng phOi hgp;

- Sri dpng ngo4i ngii;

- K! nlng sri dpng c6ng nghQ thdng tin.

12. 86o vQ:

Ndng lgc

- Hi0u ciic quy dinh co bhn ciaph6p luflt vC c6ng tdc bhovQ, nguy6 n tgc dhmb6o an
todn, an ninh trflt t.u, sti dung tdt chc c6ng cp h6 trg, phucrng tiQn ifrOng tin li6n lpc; .

- Hi6u rd citcmuc ti6u va d6i tuQrlg qu6n ly.

- C6! thric tr6ch nhiQm AOi vOi c6ng viQc;

; Nam viing NQi quy trudmg hgc, quy trinh quan ly trucrng hqc dc hucrng dfin phg huynh
hoc sinh, cdct6 chfc, cdnhlnkhi rl6n hm viOc ul rc, h[ c6ng tdc.

K! nang:

- K! ndng trinh bdy, bdo c6o c6p tr6n c6cviind6 duqc giao;

- K! ndng thuc hi6n cong viQc durg quy trinh, rlung ti6n d0 theo ph6n c6ng;

- Ki ndng giao ti€p,ring xri.

- Ki ndng xti ly tinh hu6ng

- K! ndng pfr6i frqrp trong c6ng viQc

- Kf ndng tuAn tra canh gdcbio vQ hiQn trudn g,bhovQ mpc ti6u

- K! ndng scr c6p cr?u khi g6p sU c6: ch6y n6, criu ngudi...

- K! ndng sri ftrng cbcthi€tbi vA rlien, phdng ch6ng chriy n6.
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Thgc hiQn c6c quy dinh theo diAu lQ trucrng hqc.

Ph6i hqp v6i c6c gi6o vi6n vd gia dinh hoc sinh, Eodn, D6i nhdm gi6o duc hoc
sinh. :

V6i vf tri gi6o vi6n chri nhiQm thi ngodi ,hirrg hopt dQng 1i6n quan d6n c6ng t6c
eiZunedpy nhu tr6n thi giSo vi6n cht nhiQm cdn phii thgc hiQn c6ng tdckdhoach
vl Qu6n ly hqc sinh do minh chri nhiQm, dua ra nhirng nh?n x6t d6nh gi51i6n quan
d6n hgc sinh minh chri nhi6m vdo hgc bq ctnfrqc sinh cu6i nem. Hcrn nfia v6i
gi6o vi6n chri nhiQm thi lu6n c6 sg gi6m s6t ch{t chE v6i hgc sinh cira minh vd
bilo cilo, duaraphucnrg an girip dd.hgc sinh hgc t6p.

Cdn v6i gi6o vi6n Tdng php tr6ch tl6i sE thlrc hiQn c6ng tdc i) chirc, qu6n Iy cdc
hopt dQng t6 chfc dQi trong nhd trucnrg.

Nhu vfy vbi cdc vi tri gi6o vi6n kh6c nhau sE php trdchnhirng c6ng tdcldtdcnhau
trong mQt clcrn vf truong hgc. Boi vi ngodi c6ng tdc giingdAy thi con nhidu c6ng
tdc l<hdc 1i6n quan dtin trudrng hgc nhdm gi6o duc hgc sinh di dring hu6ng tr6
thenh rhftrrg nguli c5 ich cho xE hOi. Nhirng c6ng t6c ngodi gihngdpy cfing nim
phAn kh6ng nh6 d6n qu6 trinh hgc tpp cta con em dugc vd khu6n t<trO, cOfg tac
ngodi ndy girip c6c em hgc dugc nhi6u k! ndng trpng cu6c song cflng nhu c6ch
img xrl trong xE hQi.

Noi nhQn:
- Phdng GD-DT (b5o c6o);
- Nhu tti6u 3 (dC thuc hiQn);

-'LuuVT. HIEU TRIIONG
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PHONG GD - ET HUYEN PHU XUYEN
TRUONG TIICS PHU YNN

ceNG HoA xA ngr cnU Ncnia vryr NAM
DQc t$p - Tq do - H4nh phfc

36: 47IIBC-THCSPY Phil YAn, ngdy 0B thdng I I ndm 2024

sAo cAo
K6t qui thrlc hiQn c6ne tfc cfri c6ch hhnh chinh quf II ndm2024

Cdn cri K6 hoach sO tO /I(H-THCS ngdy 16 I 0l 12024 cria Trulng THCS
Phri YCn Kti hoach thlrc hiQn cdng tdc cti c6ch hdnh chinh ndm2024.

Trudng THCS Phri Ydn bilo c6o kiSt qui thgc hiQn c6ng tdc chi c6ch hdnh
chffi qui II ndm2024 nhu sau:

I. KET QUA THIJC HIPN

1. VA cii cich th6 ch6.

- Tuy6n truyAn <l6n crin bQ, giSo vi6n, nh6n vi6n vi hgc sinh K5 hopch s6

164(H-THCS ngiy 1610112024 crtaTrucrng THCS Plli YOn Ki5 hoach thyc hiQn c6ng
tirc chi c6ch hdnh chinh ndm2024.

- Chi dpo cho cic dodn th6 nhu Chi dodn, C6ng dod,n, T6ng phu tr5ch clQi x6y
d1nrg kti ho4ch tuy6n truy6n pnO Ui6n gi6o dpc ph6p lupt nim 2A24 c5 l6ng ghdp tuy6n. ; ;. ,.tryy6n v0 c6i c6ch hdnh chinh.

- C6ng tdc chi ilao cti6u hanh dim b6o ching quy trinh, thi t't4c, citc bQ phQn

tham muu xri ly c6 ki5t qui nhanh n6n cdng viQc dugc gi6i quy6t kip thdi, kh6ng dti
t6n ttgng.

- Thudng xuy6n rd so6t, ndng cao chdt lugrrg, ban hanh cic vdn bAn, dim b6o
cp thiS h6a Nghi quy5t cria Eing, phiry luQt cira Nhd nu6c, ditp ring y6u cAu c6ng t5c
quin ly trucnrg hgc.

- Rd so6t chric nd.ng, nhiQm vp cira c6n bQ, gi6o vi6n, nhdn vi6n tlii kip thoi sua
eOi, UO sung ho{c bAi b6 cdc vdnbin sao cho pht hqp v6i y6u cAu thlrc tiSn trong nhd
truong.

- Chdnchinh kf luft, lcj'cucrng trong c6c hopt ttQng cria nhdtrudrng.

2. Ve cii c6ch thri tgc hdrnh chinh.

- Tii5p tpc dQy mpnh c6ng t6c tuy6n truydn, ptrO Uitln quan triQt tfuic hign nQi
dung Nghi dinh s6 63i20104ID-CP ngay 08 thang 6 ndm 2OlO cira Chinh phu v6
ki6m sorit thir tuc hdnh chfnh vd Nghi dinh sti 20/20084{D-CP ngey A thdng 02 ndm

..n.
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2008 cira Chinh phu vd titip nhpn, xir ly phan-5nh, ki6n ngh! cira cd nhdn, t6 chric vC

quy dinh henh chinh girip c6n bQ c6ng chric hi6u rO vd tich cpc tham gia.

- Duy tri viQc c6ng khai, ni6m yi:t cdc fhri tpc h.aoh chinh, cQp nhQt vdlh6ng tin
kip thoi crlc thu tr;c hanh-chfnh khi c6 thay d6i, sria AOi no{c bAi b6 thuQc thdm quyen

cria nhd trucnrg.

- Td chric thlrc hiQn t6t viQc ti6p nh4n, xt ly phan anh, ki6n nghi cria c6 nhAn, t6

chric vA quy dinh henh chinh vd viQc gi6m s5t ch{t chE viQc thlrc hiQn thri tUc hdnh

chinh cira don vi theo qui itinh.

3. Cei c6ch td chrfrc bQ m6y hirnh chinh nhi nudc.

- Thudng xuy6n rd so6t it6 an co c6r, vi tri viQc ldm cua c6c bQ phfln, chuy6n

m6n, tu d6 c6 hucrng phAn c6ng, quy hopch, ddo t4o, b6i du0ng phu hqp.

- X6y dgng k6 hopch quy hopch, bdi du6ng chuy6n m6n, nghiQp vy cho c6n bQ,

gi6o vi6n, nh6n vi6n.

- T6 chric trii5n khai Lupt Vi6n chric vd cilcv6n ban hutrng d6n.

- DAy m?nh AOi mOi phucrng thric, tditOi ldm viQc trong co quan.

- Thpc hi6n nghiOm ch6 ctQ ldm viQc theo nQi quy, quy chi5 ldm viQc, quan tAm

chAn chinh dim b6o gio gi6c trong hQi hgp, ldm viQc.

4. Xffy dqng vh ning cao ch6t lugnrg iIQi ngfi c6n bQ, c6ng chrfrc, vi6n chrfrc.

Ting cucmg bOi AuOng nhdm ndng cao trinh dQ chuy6n m6n, nghipp vp, trinh
dQ quin |i,ry lupn chinh tri cho c6n bQ, giSo vi6n vd nhdn vi6n cria trudng theo chric

ntug, nhiQm vp.

- Thlrc hiQn c6ng t6c quy ho4ch elQi ngfi cdn bQ quan ly ching ti6u chuAn, ning
lpc vd trinh clQ cria can bQ, vi6n chric. Quan tdm c6ng t6c quy hopch c6n bQ, giilo vi6n
trd c6 trinh clQ ndng lgc, ph6m chdt t6t.

- Ndng cao ndng lUc ttQi ngfl c6n bQ, viQn chric theo hudng tldo t4o b6i du0ng
thing OOi tuqng, thi6t thg., kh6ng chpy theo s5 lugng, UOi AuO,ng dQi nefl ki5 thira phi
hqrp v6i vitri, chric danh c6ng viQc.

- Quan tdm tpo <li6u kiQn UOi OuOng, tpp hu6n cho <lQi ngfi ldm c6ng thc ctti circh
thri t.uc henh chinh (vEn thu, t6 toan;.

- Ndng cao trdchnhiQm, ky cuong hanh chinh vd dpo <hic nghA nghiQp cfia cdn
bQ, gi6o vi6n trong don vi.

- Ndng cao hiQu qui phAn mCm PMIS trong c6ng tdc quhnly cdn bQ, vi6n chric
trong trucrng.

5. CAi cich hirnh chinh c6ng.
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- Ban henh Quy ch5 chi ti6u nQi b0 ndm2024.

- Thgc hipn d6n chri, c6ng khai, minh b4ch trong quin ly tdi chfnh, tdi sin c6ng.

- Ndng cao hiQu qu&, b6o d6m dring c6c quy dlnh trong viQc thpc hiQn chiS d0 tU

chtr, t.u chiu tr6ch nhiqm vE t6 chric bQ m6y vd kinh phi tai co quan.

- DAy m?nh viQc thlrc hiQn thlrc henh tii5t kiem chting lang phi trong tdt chho1t
clQng gi6o dpc trong nhd trudng.

- Tham muu c5c c6p ldm ttit c6ng titcxdhQi h6a gi6o dpc chdm 1o il€ phdttriln
gi6o dpc vd girip cld hgc sinh c6 hoan canh kh6 khdn.

6. HiQn tl4i h6a hirnh chinh.

- Don vi cl6 triiSn khai thgc hipn vdtung bu6c ndng cao hiQu qu6 ring dpng .9rg
nghe th6ng tin trong viQc b6o c6o vA carp tren. L$p trang tin diQn tu tr6n hQ th6ng

Ioffice.

- Trii5n khai c5c cdng tdc,k6hopch qua hQ thiSng mail.

- Thgc hiQn t6t c6ng titc: cdp phstvlnbing, chimg chi, cdp ph6t h6 so hgc sinh
chuyi5n di, chuy6n d6n, hgc sinh nghi hQc,...

- Ti6p tpc dAu tu phucrng tiQn, trang thi6t bi ldm viQc oha chn bQ, c6ng chfc,
vi6n chric.

7. Cdng tic chi tl4o tliiiu hinh vh tuy6n truyAn vd cii c6ch hinh chfnh.

DAy.mpnh viQc gi6i quy5t thri t.uc hanh chfnh tr6n m6i trudng diQn ttr theo

Nghi dinh sO 4iDA2OND-CP ngdy 0810412020 cira Chinh phri, k6 hopch chi circh
hanh chfnh ndm 2A24 cria Phdng Gi6o dpc vd Ddo tpo huyQn Phri Xuy0n, k5 hopch

thgc hiQn chi cdchhanh chinh ndm2024 cira Trudng.

- TrCn co sd cl6 <lcrn vi titlp tgc clAy m?nh c6ng tdc citi c6ch hAnh chinh, bitm si$
cdc chitruong, ducmg l6i cria Ding, chinh s6ch, phSp luQt cria Nhd nudc; d6ng thdi,
cp th6 h6a thdnh k6 ho4ch thlrc hiQn ctra dcrn v!.

- Chi dao thuc hi6n tt5t viQc tp chri, qr chfu trSch nhiQm vd thpc hiQn nhiQm vp,
tO chric bQ m6y, bi6n ch6 vd tdi chinh Otii vOi don vi sr,r nghiQp c6ng lflp.

- Thgc hiQn nghiCm tric c6c quy6t dinh cua Phdng GiSo dpc vd Ddo tpo thf xd
Duy6n Hii vA viQc tO chric tri6n khai trong nQi bQ cdn bQ, giSo vi6n, nhdn vi6n, c6c

dodn th6 thuc hipn ttSt vC c6i c6ch hdnh chfnh nhd nu6c.

- Thyc hiQn cdng khai minh bpch c5c ho4t dQng, c6ng khai c5c chuAn mgc, c6c

quy dinh hanh chinh cria don vi.

- Tich cyc, chtr tlQng cu thiS h6a vi tO chric thgrc hiQn nghiOm dtc citc nQi dung
chucrng trinh, k6 ho4ch chi cbchhdnh chinh ndm 2024 cria Phdng GD&DT.
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rr. pHrIoNG r{rIoNG NHrpM vU QUV rril2024:
1. Ndng cao ch6t lugng, hi6u qui c6ng tirc thdng tin tuy6n truy6n vd c6i cSch

hanh chinh.

2.Tdngcucrng c6ng t6c kiiSm tra thri tpc hinh chinh, thgc hiQn ki6m tra chdt che
viQc ban hdnh, c6ng khai, minh bpch thtr t.uc henh chinh.

3. Titip tpc rd so6t t6 chric bQ m6y, bi6n chti cria dcrn vi; thUc hi6n vi6c tuyi5n
dUng, sri dpng vi quin I!,cfunbQ, vi6n chric theo dring quy clinh.

4.-Th1rc hiQn c6 hi0p qui c6c quy dfnh cua Chinh phu vO t.u chri, t.u chiu trdch
nhiQm v6 sri dUng bi6n chtS vd kinh phi theo quy tlinh.

5. Ti6p tpc triiSn khai thuc hi6n viQc img dpng img firng c6ng nghe th6ng tin
trong don vi nh6t tam c6ng t6c hanh chfnh.

6. Ti6p Qrc tri6n khai thuc hi6n c6 hiQu qui cdng tdc ctti crich hanh chfnh nhd
nu6c ndm 2024. K6 hopch c6i c6ch hanh chinhiria Phdng GiSo dgc vd Ddo tpo ndm
2024.

. 7. Ti6p tpc rd so6t lqi citc thri t.uc hdnh chinh cira dcrn vi dC kip thoi bd sung,
di6u chinh

TrOn d6y h ktSt qu6 thgc hiQn c6ng tdc chi c6ch hdnh chinh trong quy II ndm
2024 vd phucmg hucmg nhiQm vU quy III ndm 2024 cria trucmg THCS Phir Ydn./.

Noi nhQn:
- Phdng GD&DT;
- Luu: VT.
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UBND HUYEN PHU XUY6N

TRLTONG THCS PHU YEN

1BANG THANH IOAN TIEN LLToNG

Thiing 01 n?m 2024 t

Luong cq ben PCCV PCTN PC ThAm ni6n nghE PC DQc hEi Trar BHXH, BHYT, BHTN
TT Ha ve t6n

MA

ngach.CD
HS T/tiE n HS T/tibn HS T/tiEn % n5 T/tiEn HS

Ky nhan lG

Tltihn

PC Uu tl5i Idng s6 tibn

BHXH BHYT % BHTN

Tdng tiEn

nop BHXH

Tdng s6 tGn
thr,rc linh

1 2 3 4 5 6 7 8 9 10 11 12 l3 14 15 16 17 18 19 15 2A 21

I BiGn ch6 ,| ,|
48.'l 243.818.

1 Trudng Tu Phuong 1 2.7751 to I I 1 14

2 Th! Thu Huong 1 2.37 177 11 1.245.1

3 Thi l\4inh NgiiyQl 0, 2. 1 1 1 14.217.

Thi Mai Hoa 0, 1 15.417 14.

5 Thi Thinh v07.04.31 I 2 1 13111 r.1

6 uyCn lhi Thu Huybn '.04.32
1 1 155. 1

7 IjUU UAN v07.04.31 7 11 976.

8 Chu Thi Thanh Ven '04.31 I 21 0,9 1 12.156. 1'1

I

I '.04.31 7 11 2. 10. 931 il$
10

Nguyen Thi Hdrg Nhung

-Ihi 
H6ng .04.31 I 11 1

11 Nguy6n Thi Yen 0432. 5. 11 7

t2 Van HlQir 04.32 527 7

13 7 93 979

14

Thi Y6n

ufOn T rr ix LlTsq

a4 32

a4 32

11

6.39j 527 692 7

15 Thi Hoa a4 12 6.241

16 Thi t\/ nh Hing .04.32 1.441 6 241 121 48.1 504 5 743.1

1i NguyAn Kh,nh Ly .04.32 1 441 6 247 /21 48 504. 5 743.

1B Phan Thi Chang 4432 1 441 6 247 72.1 48. 504. 5.7 43

19 Le Thi lJghia .0412 391 6 201

2A I'lguy6r ihuy Hi6n v07.04.32 1.441 6 247 72.1 48. 504 5 743.

Li Hunp v07.01.32 1.441 6 247 72.1 48, 504. 5.743

22 Thi l\4i _inh ',107.04.32 1 441 1 141 1

?_3 Ihi Ngqc Afh va7.44.32 0, 0, 1 451 57 601

Ddn vi tinh:

4
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24 Thi Nu .44.32 1 1 074.1 1.074.1 1 074. N!

25 T.Van Khanh 527

26 Thanh Hi6Lr 6.01 6.01 481 60. 631

27 Thi H0ng Quing 7 47

fl 11 1.211 1

1 Thi Nlinh HUe NVKT 4. 0,

2 Thi Thu Huy€n NVPV 46'1

3 Thi Thanh JJ, I Jb.

G4 Ihi Huc t s 55.1 ui
5 Thi l\.4ai Huong 2,31 4. 3

Tdng sd 1 48. 16. 3. 2.091 22.026.

T6ng s6 ti€n (Vi6t biing chirl: Hai triim tr6n hai tri6Lr. kh6ng trdm hai tiirn nghin hai trinr d6ng chan./

KE TOAN I'RTI.ONG

(Kt,- ghr ro ho t6n)lw
l0 th:ing 0i narn 202,4

'l'ru o'ng 'I-ri I)hu o ng

.{
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UBND HTJYEN PHU XUYEN
PHONG NOI VU

56: 345 / NV
V/v nQp tdi liQu, minh chimg ch6m

ili6m Chi sO CCttC cria huyQn
ndm2024

CQNG HOA XA Ugr CHU NGHIA VrET NAM
OOc tOp - fU ao - IIe"h p

Phil XuyAn, ngdy 27 thdng llndm 2024

G PHONG

Kinh grii:
- Thtr tru&ng citc co quan, dcm vf sp nghiOp;
- Cht tich UBND cdc xd,, thi trdn;
- Cdc trudng hoc: MAm non, Ti6u hoc, THCS,
Trung tdm GDNN-GDTX.

Phpc vp c6ng tirc chdmiliCm Chi s6 CCHC ndm2024 ctrahuyQn. E6 c6 s6
liQu, kdm c6c minh chimg phpc vp chAm di€m Chi s6 CCHC cria UBND huyQn
ndm2024, phdng NQi v.u tI6 nghf c6c co quan, don vi, UBND cdcxd,thi tr6n cung
cdp tdi liQu minh chimg theo c6c nQi dung sau:

1. D6i vrSi cr{c co quan, tlcrn vi sg nghiQp
a)V[n bin, th6ng b6o phdn c6ng t6c c6ng chric, vi6n chfc.
- Bing phdn c6ng cdng tic cdndAy dri theo c6b ti6u chi:
+ Danh muc vi tri viQc ldm;
+ 56 luqng ngudi ldm viQc cria timg vi tri viQc ldm;
+ Ng4ch/ chirc danh ngh6 nghiQp cria tung vi trf vi6c ldm;
+ B6ng md t6 vd khung ndng lgc cria tring vitri viQc ldm.
- Vdn bin ki6m tratrilnkhai thuc hiQn;
- B6o cinlchicphuc ki6m ha (n6u c6);
b) Danh sdchtrtr lucrng (01 thSng trong nim2024).
2. Ditivtii UBND chc xfl, thi tr6n
- Bing phdn c6ng c6ng t6c cltii voi cinbQ, c6ng chirc c6p x6;
- Quy ch6 lem viQc cria xd,thitriln;
- Danh sdchtrh luong.
Dd nghi c6c <ilun v| gti tdi li6u minh chring vC phdng NQi v.u trudc ngdy

30/11/2024 (bhn scan dfnh dqng file .pdt)l"/"pV-
Noi nhQn:
- Nhutr6n;
- Luu:VT, NV

Quang Huy

' Ngooi nh{n: Cr[c co quan, don vi, UBND cic xd, ttri trdn: ddng chi Hoang Thi Thu - sdt 0979264855
Kh6i c6c tru&ng hgc: d/c Ng6 Thanh Dat- stlt 0368429120
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