UBND THANH PHO HOI AN CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG MAU GIAO CAM NAM Doc 1ap — Tw do — Hanh phiic
S6: 166/QP-MGCN Cdm Nam, ngay 04 thang 9 nim 2024
QUYET PINH

V/v phan cong nhiém vu VC - NLD nam hoc 2024-2025
HIEU TRUONG TRUONG MAU GIAO CAM NAM

Can cir Piéu 1é truong Mam non dwoe ban hinh kém theo thong tr sé
52/2020/TT-BGDBT ngay 31 thang 12 nam 2020 cua B truong Bé Gido duc va
Dao tao;

Can cir chire nang, nhigm vy, quyén han cua Hiéu truong dwoc quy dinh tai
Diéu Ié truomg mam non;

Cain cir ké hoach nhiém vu nam hoc 2024-2025 ciia T ruong Mau gido Cam Nam;
Xét yéu cau cong tdc va nang luc ciia VC - NLD trong nha truong;

Theo dé nghi cuia bé phdan chuyén mén nha truong.
QUYET DINH

Piéu 1: Nay phén cong nhi¢ém vu cho vién chirc, nguoi lao dong sau day dam nhan
cac nhiém vu v€ cong tac nudi dudng, cham séc, gido duc tré mau gio tir 3 dén 5
tudi trong nha truong (¢é danh sdch kém theo).

Piéu 2: Cac VC - NLP ¢6 tén trong danh sach c6 nhiém vu nuoi dudng, chim soéc,
giao duc tré theo nghiép vu chuyén nganh cia minh.

Diéu 3: Céc 6ng (ba) c6 tén & didu 1 cin i quyét dinh thi hanh. Quyét dinh c¢6
hiéu luc tir ngay ky.

Noi nhin ' ITRUONG
- Nhu Diéu 3; s/ TRUGNG
- Luu: VT. z MQU G!AO

3\

Tru;(;;g "hi Phong Lan







BANG PHAN CONG NHIEM VU CHO VC-NLD

TRUONG MAU GIAO CAM NAM NAM HOQC 2024-2025
(Ban hanh kém theo Quyét dinh s6 166/0D-MGCN ngay 04/9/2024

cua Hiéu truong truong Mau gido Cam Nam)

STT

Ho va tén

Chire vu

Cong viéc

Ghi chu

01

Truong Thi Phong Lan

BLCBHT

- Phu trach chung

- Cong tac to chire, tai chinh, CSVC
- Cong tac tuyén sinh, khuyén hoc

- Cong tac ban tra

- Cong tac kiém tra ndi bo

- Cong tac PCGD-XMC

- Cong tac truong chudn, KDCL

- Cong tdc danh gia nha truong.

- Day thay 2 gid/1 tuin cho céc ¢o
dugce giam gio day.

02

Truong Thi Thu Tai

PHT, CT
Hoi dong
truong

- Phu trach chuyén mon.

- Hoi dong truong

- Cong tac bdi dudng VC - NLD

- Hoat dong ngoai gio lén 16p,
ngay hoi, ngay 1é

- Cong tac ;hi dua khen thuong,
danh gia x¢&p loai vién chirc

- Céc cudc van d@ng, phong trao
thi dua, cac doan thé

- Quan ly, hé tro chuyén mén cho
cac co so gido duc doc 1ap tu thuc
trén dia ban phuong Cam Nam

- Cong tac PCGD-XMC

- Phu trach CNTT va Website

- Phu trach lao dong chiéu thir sau,
kiém tra VSMT.

- Day thay 4 gio/1 tuan cho céac ¢o
duge giam gid day.

- 1 s nhiém vy khac do HT phén
cong.

Ly Tt Chau

NV ké toan,
TT td6 VP

- Phu trach cong tac tai chinh, tién
luong

- Cong tac CSVC, tai san ctia nha
truong

- Cong tac ké toan hoat dong ban
tra




- Thyc hién cac phan mém lién
quan dén tai san, tai chinh, ban tru,
KbCL

- Cong tac PCGD-XMC

- Cong tac CNTT va Website

- Phuc vu nude uéng, chuan bi hoi
truong, phong hop

- 1 s6 nhiém vu khéac do HT phan
cong.

- Day l6p lon 1
04 | ToroneThiKSmie |9V, LiCM | ~Congtic TICM
t6 lon - 1 56 nhiém vy khac do HT phén
cong.
- Day 16p lon 1
05 | Trin Thi Cong G, /CT How | ~iCiotiggec: Shuin gl
chit thép do | - 1 s nhiém vu khéc do HT phén
cong.
- Day lép 16n 2
; Y, LE - Guf 3Ii)éc cho TTCM
06 | Lé Tran Chi Na chuyén mén P N .
td 16h - 1 s6 nhiém vu khac do HT phan
cong.
- Day 16p 16n 2
07 | Nguyén Thj Van Anh GV - 1 sé nhiém vu khac do HT phan
cong.
- Day 16p 16n 3
- Phu trach co s¢ Xuyén Trung
08 | Phan Thi Hoang Linh CAiV, CT . Song tac cong doan, doan thanh
Cong doan | nién
- 1 s nhiém vu khéc do HT phan
cong.
- Day lop 1on 3
09 | Pham Thi Thuy Trang GV - 1 s6 nhiém vu khac do HT phén
cong.
- Day 16p nho 1
6 | ok Thi Rim Dy | Sye L L | -Congitic TICM A
t0 bé, nhd | - 1 s nhiém vu khic do HT phén
cong.
- Day 16p nho 1
11 | Mai Thi Diém Vy GV - 1 sé nhiém vu khac do HT phén

cong.
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Phan Thi Anh Trinh

GV,
P:. BTCD,
TP chuyén
mon t6 bé,
nhd

- Day 1op bé

- Cong tac doan thanh nién

- Giup viée cho TTCM

- 1 s6 nhiém vu khéc do HT phéan
cong.

Lé Thi Hiép

GV

- Day 16p bé
- 1 s6 nhiém vu khac do HT phan
cong.

14

Nguyén Thi Nhu Hoa

GV

- Day 16p nhd 2
- 1 s nhiém vu khac do HT phan
cong.

Tran Thi Bich Thuy

GV

- Day [6p nho 2
- 1 s6 nhiém vu khac do HT phan
cong.

16

Tran Thi Bé Nhung

NV, Bép
trudng

- Bép trudng

- Cong tac tié~p pham, SO ché bién
ché va luu mau thyc pham

- H6 so 3 bude kiém thuc

- Cong tic VSMT phong bép, hanh
lang trudc va sau bép, nha kho.

- Phuc vu nuée udng, chuin bi hoi
truong, phong hop.

- 1 s6 nhiém vu khac do HT phéan
cong.

17

Nguyén Thi Bich
Phuong

NV

- Nhan vién bép

- Cong tac tié:‘p pham, SO ché bién
ché va luu mau thye pham

- Ho so 3 bude kiém thuc

- Cong tac VSMT phong bép, hanh
lang trude va sau bép. nha kho.

- Phuc vu nude udng, chudn bi hoi
truong, phong hop.

- 1 s6 nhiém vu khéc do HT phan
cong.
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Pham Thanh Hung

NV bao vé

- Truc bao vé dam bao CSVC khu
Thanh Nam.

- Bao tri dién. nudc.

- Tudi cdy canh trong sén truong,
VS sdn khu TN (budi sang)

- 1 s6 nhiém vu khac do HT phén
cong.
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Ng6 Thi Thanh Mai

NV van thu

- Phu trach cong tac van thu, luu
triY, tiép nhan cong van dén va soan
thao van ban di trinh lanh dao ky.
- Cong tac hanh chinh van phong,
lap ké hoach va bdo cdo cia nha
truong (Van ban, duong link)

- Cong tac PCGD-XMC

- Quan Iy HSCBCC (Vin ban.
CSDL nganh)

- Thuc hién phin mém quan Iy
vién chire, kiém dinh, tuyén sinh
dau céap

- Cong tac y té hoc duong

- Phuc vu nuéce udng, chuan bi hoi
trrong, phong hop.

- 1 s6 nhiém vu khac do HT phén
cong.

20

Truong Thi Tuyét

NV Phuc
vu

- Phuc vu nuée udng, chuan bi hoi
truong, phong hop

- Cong tac VSMT san truong,
hanh lang trudc va sau cac phong
day hiéu b, vé sinh cac phong
chire nang va phuc vu hoc tap, nha
vé sinh CBGV khu TN

- Chuyén ché thire @n cho tre va
rira t6 khu Xuyén Trung

- VSMT khu Xuyén Trung

(sang, trua)

- 1 s6 nhiém vu khéc do HT phén
cong.

21

Lam Van Da

NV bao vé

- Truc bao vé dam bao CSVC khu
Xuyén Trung

- Cham soc vuon rau, cdy xanh 2
khu

- 1 s6 nhiém vu khéc do HT phén
cong.




