SO GD&PT QUANG NGAI  CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT DTNT TiINH Péc 1ap — Tw do — Hanh phc
S6: 127/QD-DTNT Qudang Ngai, ngay 17 thang 8 nam 2022
QUYET PINH

Phin cong nhiém vu cac thanh vién trong Tép thé lanh dao
nam hoc 2022 - 2023

HIEU TRUONG TRUONG THPT DTNT TiNH QUANG NGAI

Can cit Théng tw s6 32/2000/TT-BGDPT ngay 15/9/2020 cuia Bé Gido duc va Dao
ta0 ban hanh Piéu 1é trrong trung hoc co s6, triong trung hoc phé thong va triong
phé théng cb nhiéu cap hoc;

Can ci Théng tw so: 16/2017/TT-BGDDT ngay 12 thang 7 nam 2017 cia B Gido
duc va Pao tao huong dan danh muc khung vi tri viéc lam va dinh muc s6 luwong nguoi
lam viéc trong cdc co sé gido duc phé théng cong 1ap;

Can cit Thong tw s6:28/2009/TT-BGDBT ngdy 21 thing 10 nam 2009 ban hanh
quy dinh vé ché dg lam viéc déi Véi gido vién phé théng;

Can cit tinh hinh theec tién cong viéc va nhan sw trong Tdp thé lanh dao triong
nam hoc 2022-2023,

QUYET PINH:

Piéu 1. Ban hanh ban phan céng nhiém vu cho cac thanh vién trong Tap thé 1anh
dao (Hiéu truong, Pho Hiéu truong) Truong THPT DTNT tinh nam hoc 2022-2023 (cb
phan cong cu thé kém theo).

Piéu 2. Can ctr Ban phan cong, mdi thanh vién trong T4p thé lanh dao truong tu
giac, chu dong va chiju trach nhiém vé cong viéc thuoc linh vuc minh phu trach; thuc
hién nghiém tic ché d6 béo cao cho Thu trudong don vi vVa cap trén, dong thoi luu trix hd
so minh chimg day du, khoa hoc.

Tay vao tinh hinh cong viéc phat sinh, Hiéu truong sé c6 su phan céng bo sung
dé céc ca nhan trong Tap thé 1anh dao ciing hop tac thuc hién.

Piéu 3. Céc 6ng (ba) trong Tap thé lanh dao, cAc c& nhan va bo phan cd lién quan
chiu trach nhiém thi hanh Quyét dinh nay.
Quyét dinh c6 hiéu luc ké tir ngay ky./.
Noi nhan:
- Chi bd (Béo cao);
- Nhu biéu 3 (thuc hién);

- Website cua truong (thong bao); [ ety
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PHAN CONG NHIEM VU

(Ban hanh kém theo Quyét dinh so: 127/0D-DTNT ngay17thang 8 nam 2022
cua Hiéu truong Trueong THPT DTNT tinh Quang Ngéai)

1. Hiéu trwéng Bui Thé Gigi

1.1 Phu trach chung: Chiu trach nhiém trudc cac co quan quan ly cap trén vé
toan bo hoat dong cua nha truong.

1.2 Chi dao, quan ly va giai quyét mot sb cong viéc & cac linh vuc chinh nhu
sau:

- Cong tac t6 chire, gido duc tu twang chinh tri, bdi dudng chuyén mén nghiép
vu cho giao vién;

- Tai chinh, ké hoach, tai san cta nha truong; tng dung céng nghé théng tin
vao quan ly va day hoc;

- Quan ly gido vién, nhan vién, hoc sinh; tiép nhan va dong ¥ cho hoc sinh
chuyén truong;

- Phéi hop voi céc to chirc, doan thé hoat dong theo chirc nang;

- Cong tac kiém tra noi bo truong hoc, cong tac phong chong tham nhiing,
tiéu cuc, lang phi,...

- Cong tac dbi ngoai cua nha truong va cong tac phdi hop véi co quan, to
chuc, don vi ngoai nha truong;

- Xéy dung quy hoach phat trién nha truong, t6 chac thyuc hién ké hoach
nhiém vu nam hoc, bao cao, danh gia ket qua vaéi cap trén;

- Chu tich Hoi dong thi dua khen thuong, Ky Iyat can bo giéo vién nhan vién
va hoc sinh; Chu tich Hoi dong nang luong; Hoi dong xét tuyén sinh;

- Thyc hién viéc tham muu cong tac tuyén dung giao vién, nhan vién, Ky két
cac hop dong lao dong, tiép nhan va diéu dong gido vién theo Quyét dinh cap trén;

- Thuc hién céc ché do chinh sach, quy ché dan chu. Chi dao thuc hién cac
phong trao thi dua, cac cudc van dong cua nganh; thuc hién 3 cong khai trong nha
truong;

- Phu trach linh vuc c6ng tc chuyén mén va Kiém dinh chat luong;

- Chi dao quan ly hoat dong day hoc cua gido vién va hoc sinh;

- Tryc tiép ky duyét KH; céc van ban gui céc cap, cAc nganh va cac van ban
khac lién quan dén hoat dong cua nha truong; duyét trang dau hoc ba 16p 10, ky
duyét hoc ba l6p 10,11, 12;

- Kiém tra viéc thyc hién quy ché chuyén mon cua gido vién: chuong trinh,
soan, giang, cham tra bai cua giao vién, cac loai ho so quy dinh va nhitng n6i dung
lién quan dén chuyén mon;

- Cong tac BDHSG, cac ky thi chon hoc sinh gioi van hoa;

- Thi GVCN; thi GVDG va céc cudc trong GV va hoc sinh;



- Xay dung ké hoach chuyén mén, Hoi giang cip Truong;

- Xay dung ké hoach va to chuc thyc hién ra d¢, kiém tra, coi va cham kiem
tra hoc ki, ca nam, khao sat chat lugng, thi tiép can cac mon thi tot nghiép;

- Cong khai chat luong gido duyc, chi dao ky cam két ban giao chat luong bo
mon, dang ky chat luong bd mon;

- Kiém tra nhan xét va chét cac loai ho so thudc linh vyc chuyén mén (lich
béo giang, s6 dau bai, s6 diém lop caa 03 khoi 16p);

- Kiém tra duyét hd so gi&o an, s6 dlem cua giao vien; ké hoach chuyén mén
cua gi4o vién, cua to chuyén mén: dot xuat va kiém tra dinh ky;

- Giai quyét phép cho hoc sinh;

- Chiu trach nhiém béo céo vé hoat dong chuy@n mén va cong viéc dot xuat
Cua truong;

- Sinh hoat tai to Ngit Van. Tham gia giang day theo qui dinh.

- Chu tai khoan cua don vi.

2. Ph6 Higu treéng Nguyén D&

Gilp Hiéu truong phu trach linh vyuc cong tac:

- Ph6 Chu tich Hoi dong thi dua - khen thuong, ky luat caa don vi.

- PhQ Chu tich Hoi dng ky luat hoc sinh; Phu trach cong tac ANTT, ATGT,
phong chong té nan xa hoi;

- Phy trach CSVC cua Truong, phoi hop véi cac doan thé chuan bj CSVC
cho cac ngay l¢€, dai hoi, hoat dong ngoai khoa...

- Pé xuat véi Hiéu truéng tu sira CSVC, mua sam cac phuong tién phuc vu
cho nha truong kip thoi;

- T chuc ‘kiém tra, ban giao co s¢ vat chét phong hoc, thiét bi, phong & KTX,
nha an... vao dau nam; Phu trach thiét bi day hoc, phong dung chung;

- Hang nam kiém ke tai san cia nha treong vao thoi diém thang 12 va ¢6 s
sach theo ddi cu theé, chiu trach nhiém bao cao véi co quan cap trén va Hicu truong
ve hién trang co s¢ vat chat, so lugng thiét bi do dung day hoc, may tinh;

- Phy tréch the duc - thé thao; trat tw nén nép ky cuong trong hoc sinh, (quan
ly t6 trat tu ndi vy, Xt ly ky luat hoc sinh), ky giay maoi hop Phu huynh ¢6 con em
vi pham noi quy cua truong 16p;

- Phu trach GDQP va cdng tac dan quén tu vé trong nha truong;

- Chi dao to chire cac phong trao thi dua va cac cudc van dong trong hoc

sinh, xay dung t6t nén nép, nodi quy, chuyén can caa hoc sinh toan trueong. Lam
cau ndi gitra Nha truong - Gia dinh va Xa hoi trong viéc gido duc hoc sinh;

- Phu trach bo phan Bao vé - Quan ly ndi trd, Té6 Cap dudng,
~ - Lén ké hoach thang, ndm hoc gui Hiéu trueng phé duyét, chi dong to chic
trién khai khai thyc hién cé hiéu qua;
- Phu trach GVCN, trién khai noi dung SHCN hang tuan, giai quyét phép
cho hoc sinh;



- Panh gia xép loai GVCN, xép loai lao dong, y thuc giit gin co sd vat chat
cua cac lop vao cuoi Ky, cudi nam hoc;

- Chi dao kiém tra ddy nha KTX cua truong.

- Phuy trach lao dong bao vé€ mdi truong, cng tac y té truong hoc va an toan
v¢ sinh thuc pham;

- Quan ly va chi quy Hoi CTD, cong tac khuyén hoc, khuyén tai tai don vi;

- Chiu trach nhiém bao co phan viéc phu trach va cong viéc dot xuét dugc
giao;

- Soan thao cac vian ban, Quyét dinh lién quan dén minh phu trach trinh Hiéu
truong phé duyét;

- Giai quyét nhirng cong viéc lién quan dén CSVC hoic cong tac dot XUt
khac cua nha truong va cong tac khac duoc Hi¢u truong phan cong, uy quyen giai
quyét cong viéc caa nha truong khi Higu trudng di cong tac;

- Phy tréch cong tac day GDNGLL, GDHN va nghé pho thdng, hoan thién
ho so thi tot nghiép Nghé PT, thi TNTHPT quoc gia; ..

- Tham gia giang day GD hudng nghiép va Hoat dong NGLL; Sinh hoat
chuyén mon tai Toan- Tin.

- Ph6 Chu tai khoan uy quyén.

Ghi cha: Khi c6 su bién déng vé tinh hinh nhan su ciia nha truong sé cé OP
kién toan, bo sung.
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