UBND HUYEN THANH TRI CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG GIAO DUC VA PAO TAO Poc 1ap - Tu do - Hanh phiic
S6:94 /TB-GD&PT Thanh Tri, ngay 02 thangd2nam 2024
THONG BAO

Vé viéc phan cong nhiém vu cia can b, cong chirc
Phong Giao duc va Pao tao huyén Thanh Tri

Can ct Thong tu s6 12/2020/TT-BGDDT ngay 22 thang 5 nim 2020 cua
Bo truong Bo Gido duc va Pao tao hudng dan chire nang, nhiém vy, quyén han
cia S& Gi4o duc va Pao tao thuoc Uy ban nhan dan tinh, thanh phé truc thudc
Trung wong, Phong Gido duc va Pao tao thuoc Uy ban nhan dan huyén, quan,
thi x&, thanh phé thudc tinh, thanh phé thudc thanh phé truc thudc trung wong.

Can cir Quyét dinh s6 02/2023/QB-UBND ngay 29/5/2023 cua Uy ban
nhan dan huyén Thanh Tri vé viéc quy dinh chitc nang, nhiém vu, quyén han va
co cau to chuc cia Phong Giéo duc va Pao tao.

Can ctr vao nhiém vu chinh tri caa nganh va cac nhiém vu khac co lién quan.

Can ctr quy ché lam viéc Phong Giéo duc va Pao tao Thanh Tri.

Sau khi théng nhét trong 1anh dao va cac to chuyén mdn, phong Gido duc
va Pao tao huyén Thanh Tri phan cdng nhiém vu can bd cdng chirc va gui thong
bao dé cac phong, ban, don vi va cac truong hoc trén dia ban huyén biét lién hé
cong tac:

A. PHAN CONG NHIEM VU CUA LANH PAO PHONG

1. Pong chi Pham Vin Ngat — Truong phong (PT: 0963950088): Phu
trach va thuc hién nhirng nhiém vu sau:

1.1. Phu trach chung, chiu trdch nhiém lanh dao, chi dao toan dién cac
hoat dong, cong tac cua phong trudéc Huyén uy — HDND — UBND huyén va So
Giéo duc va Bao tao Ha Noi.

1.2. Tham gia cac Ban Chi dao va t cdng tac theo quyét dinh cua huyén.

1.3. Tryc tiép phu trach theo ddi va chi dao cac ndi dung cong tac:

- Ké hoach, tong hop; to chic can b, cong tac dao tao, bdi dudng doi ngii; tai
chinh, ché dé, chinh sach.

- Cong tac thanh tra, kiém tra, tiép cong dan, giai quyét don thur.

- Cong tac dau tu, co so vat chat, thiét bi; Kiém dinh chat luong giéo duc, xay
dung truong chuan quéc gia ( CQG), trudng chat luong cao (CLC).

- Cong tac tuyén sinh; cong tac cai cach hanh chinh.

- P6i méi chuong trinh gido duc phd thong; van bang, ching chi.

- Cong tac thi dua, khen thuong; cac cudc van dong.
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- Hoat dong hop tac nudc ngoai trong gido duc dao tao.

- Cong tac Khuyén hoc; cac hoat dong x& hi tir thién, cong tac xa hoi hoa
gido duc va cac hoat dong xa hoi khac.

1.4. Chi dao, theo d&i viéc thuc hién Dé an “Nang cao chdr lirong gido
duc va dao tao huyén Thanh Tri giai dogn 2021 -2026” va Bé an “Tdng cuong
dau tw co sé Vat chat phéat trién nganh gido duc va ddo tao huyén Thanh Tri giai
doan 2021-2026".

1.5. Chi dao cbng tac bdi dudng chinh tri, tuyén gido cua nganh. Chi dao,
theo ddi thuc hién Chi thi 05 cuia B Chinh tri vé ddy manh hoc tap va 1am theo tu
tuong, dao duc, phong cach HO6 Chi Minh toan nganh va co quan.

1.6. Panh gia va xép loai Hiéu truong céc cap hoc hang thang.

1.7. Chi dao hoat dong chuy&n mdn cip hoc mam non:

- Xay dung ké hoach chi dao chuyén mon.

- Céc hoat dong ngoai khoa, cong tac boi dudng giéo vién; cong tac phd
cap gi4o duc- x6a mu chit (PCGD-XMC) cap mam non,

- Cong tac phong chdng chay né, an toan giao théng, an ninh, an toan
truong hoc, phong chéng dich bénh, phong chéng tai nan thuong tich cho tré
mam non c6ng 1ap va ngoai cong lap.

- Quan ly, chi dao hoat dong, kiém tra, tham muu cap phép thanh lap céac
truong, nhom lép mau gido doc lap tu thuc trén dia ban.

- Cong tac PCGD mam non cho tré 5 tuoi.

1.8. Truc tiép duyét va ky cac cong vin, van ban cua nganh; xay dung
Chuong trinh cong tac, Ké hoach, Pé 4n thudc noi dung cong viée duoc giao cua
nganh dé tham muu cho Huyén iy, HDND, UBND huyén va S¢ GDDT.

1.9. Chiu trach nhiém phu trach céc truong hoc thudc 04 x&: Tan Triéu, Thanh
Liét, Ta Thanh Oai, Hru Hoa.

2. Pong chi Pham Thi Van Anh - Phé Truéng phong (DT: 0989314147)

2.1. Giap Truong phong phu trach va theo dai cac linh vyc cng tac:

- Cong tac Poan, Doi, Hoi, y té hoc duong, chit thap do, phong chéng
tham nhiing, cong tac thu vién, sang kién kinh nghiém (SKKN), day tré khuyét
tat caa toan nganh.

- Cong tac xay dung ké hoach; tong hop, danh gia thuc hién ké hoach
hang tuan, thang cua co quan phong Gido duc va Dao tao.

- Chi dao cong tac vin nghé, cong tac nit cng, dan sé ké hoach hoa gia
dinh cua toan nganh.

- Chi dao cdng tac ndi vu co quan, thuc hién Quy ché dan cha, cong tac
cong khai.
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- Chi dao hoat ddng chuy@n mén céap hec Tiéu hoec:

+ Tham muu Truéng phong xay dung ké hoach chi dao céc hoat dong
chuy&n mdn va d6i méi chuong trinh gido duc phé thdng.

+ Cac hoat dong ngoai khoa, cong tac bdi dudng GV, HS: cong tac
PCGD-XMC.

+ COng t4c vé sinh moi truong, an ninh, an toan tredng hoc, an toan giao
thong phong chéng tai nan thuong tich, phong chdng ma tiy va té nan xa hoi.

+ Cong tac kiém dinh chat luong gido duc, xay dung truong hoc dat CQG
va truong CLC.

+ Cong tac Thu vién — Thiét bi; gido duc thuong xuyén- chuyén nghiép
(GDTX-CN), SKKN.

+ Theo dbi thi dua, cong tac kiém tra noi bo.

2.2. Tham gia danh gia Hiéu trudng cac truong tieu hoc hang thang.

2.3. Truyc tiép duyét va ky cac van ban c6 lién quan vé linh vyc phu trach;
Huéng dan kiém tra, ra soat va chiu trach nhiém vé cac van ban thudc linh vuc
phan cong trude khi trinh 1anh dao UBND huyén va Truong phong ky dam bao
dang theo quy dinh hién hanh.

2.4. Tham gia cac Ban chi dao, cac to cong tac theo quyét dinh caa huyén
va thyc hién cac cong viéc khac do Trudng phong phan cong. Pugc Trudng
phong ty quyén tra 1i va cung cip thong tin cho cac co quan thong tan, bo chi
thudc linh vuc phu trach. Puge Truong phong ty quyén diéu hanh toan bo hoat
d6ng caa phong khi Truong phong vang mat, nghi phép.

2.5. Chiu trach nhiém phu trach cac trudng hoc thudc Thi tran Vin Dién va 05
x&: Lién Ninh, Van Phuc, Duyén Ha, Yén My va Bong My.

3.Pong chi L& Thi Tuyét Nhung — Phé Truéng phong (PT: 0974250778)

3.1. Giap Truong phong phu trach va theo doi cac linh vuc cong tac:

- Chi dao cong tac chuyén doi sé6 va tng dung céng nghé théng tin
(CNTT); Cong tac truyén thdng, trung tdm hoc tap cong ddng; cdng tac an toan,
an ninh trudng hoc, cdng tac gido duc dao duc, phd bién giéo duc phéap luat.

- Chi dao cdng tac pho cap gido duc — XMC.

- Chi dao cong tac hudng nghiép va day nghé.

- Chi dao céc cudc thi qua mang, thi khoa hoc ky thuat va ngay hoi STEM.

- Quan tri mang, duy tri hoat dong Website cua phong GD&DT.

- Chi dao hoat ddng chuy@&n mén cap hoc THCS:

+ Tham muu Truong phong xay dung ké hoach chi dao céc hoat dong
chuyén mon va d6i méi chuong trinh gido duc phé thdng.
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+ Cac hoat dong ngoai khoa, cdng tac bdi dudng gido vién, hoc sinh; cong
tac PCGD-XMC.

+ COng t&c vé sinh méi truong, an ninh, an toan truedng hoc, an toan giao
théng phong chéng tai nan thuong tich, phong chdng ma tdy va té nan xa hoi.

+ Phy trach va béi dudng GV mén Ly, khoa hoc tu nhién, Cong nghé,
Tin hoc, Toan cap THCS; bdi dudng HSG mdn Ly, Tin, Toan cap THCS.

+ Cong tac chuyén d6i s6 va ung dung CNTT; Cong tac truyén thong;
Quan ly, khai thac va téng hop bao céo cua cap THCS trén phan mém CSDL.

+ COng tac tuyén sinh dau cap, cdng tac xét tét nghiép cap THCS va thi
tuyén sinh vao 16p 10 THPT.

+ Cong tac kiém dinh chat lugng gido duc, xay dung truong hoc dat CQG
va truong CLC.

+ Cong tac hudng nghiép va day nghé.

+ Tham gia cdng tac thanh tra chuyén mén cua S6 GD&DPT; kiém tra
chuyén mon va thi dua cap hoc.

3.2. Tham gia danh gia Hiéu truong cac truong THCS hang thang.

3.3. Truyc tiép duyét va ky cac van ban c6 lién quan vé linh vyc phu trach;
Hudng dan kiém tra, ra soat va chiu trach nhiém vé cac van ban thudc linh vuc
phan cong trudc khi trinh 1anh dao UBND huyén va Trudng phong ky dam bao
dung theo quy dinh hién hanh.

3.4. Tham gia cac Ban chi dao, cac to cong tac theo quyét dinh cua huyén
va thuc hién cac cong viéc khac do Trudong phong phan cong. Pugc Trudng
phong ty quyén tra 1i va cung cap thong tin cho cac co quan thong tan, bao chi
thudc linh vuc phu trach. Pugc Truong phong uy quyén diéu hanh toan bd hoat
dong caa phong khi Truong phong vang mat, nghi phép.

3.5. Chiu trach nhiém phu trach cac truong hoc thuoc 06 xa: Tam Hiép, Dai
Ang, Ngoc Hoi, , Tar Hiép, Ngii Hiép va Vinh Quynh.

3.6. Thuc hién cac cong tac khac khi dugc 1anh dao phong phén céng.

B. PHAN CONG NHIEM VU CUA CAN BQ, CONG CHUC

1. Pong chi Nguyén Thi Hao — Chuyén vién (PT: 0368692313):

1.1. Tham muu lanh dao phong cac noi dung cong viéc thudc linh vuc:

- Cbng tac chung cta nganh:

+ COng tac to chirc can bo va bdi dudng, dao tao doi ngil.

+ Cong tac thanh tra, cong tac kiém tra noi bo.

+ Lam nhiém vy Thu ky co quan.
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- Hoat dgng chuyén mén caa cap THCS

+ COng tac kiém tra ndi bo, cong tac dao tao bdi dudng, chiu trach nhiém
tham muu béo céo cac hoat dong cip THCS.

+ Cong tac thi dua; tong hop cac bao cao lién quan dén cap THCS.

+ Cong tac bdi dudng gido vien mén Hoa hoc, Sinh hoc; KHTN, céng tac
chu nhiém; hoat dong ngoai gio 1én 16p, tham gia bdi dudng HSG, GVDG mén
Hda hoc, Sinh hoc.

+ Cong tac kiém dinh chit luong gido duc, trang thiét bi day hoc va SGK
cap THCS.

+ Tham gia cdng tac thanh tra chuyén mén cua S¢ GD&DPT; kiém tra
chuy&n mon, kiém tra thi dua cap hoc.

1.2. Chiu trach nhiém tham muu céc loai ké hoach, b&o céo théng ké cua
phong thuoc S6& GD& DT: phong Gido duc Trung hoc; phong Thanh Tra va
phong TCCB.

1.3. Phu trach, theo d6i cong tac giao duc, PCGD, XMC va cac truong
hoc trén dia ban 2 xa Van Phuc, xa Lién Ninh.

1.4. Thuc hién cac cong tac khac khi dugc lanh dao phong phan cong.

2. Pong chi Hoang Anh Tuin — Chuyén vién (PT: 0962100138)

2.1. Tham muu lanh dao phong cac ndi dung cong viéc thudc linh vuc:

- Cong tac chung caa nganh:

+ Cong tac thu vién truong hoc

+ Cong tac “ Vi su tién bo caa phu nit ; Cac phong trao thi dua, cac cudc
van dong cua nganh, hoat dong ngoai khoa; cong doan nganh va co quan, cong
tac van ngh¢.

+ Cong tac xay dung xa hoi hoc tap, trung tam hoc tap cong dong.

+ Cong tac gido duc dao dtrc; cong tac Poan - Boi; cbng tac day boi;

+ Chi dao chuy@n mén, boi dudng gido vién mén gido duc thé chat, hoc
sinh nang khiéu vé TDTT;

+ Tham gia cong tac khuyén hoc cua huyén

- Hoat ddng chuyén mén caa cap THCS:

+ Cong tac thu vién truong hoc.

+ Phuy trach mén Am nhac va My thuat.

+ Cong tac tu van tdm Iy hoc duong.

+Tham gia cong tac thanh tra chuyén mén cua S¢ GD&DT; kiém tra
chuyén mon va thi dua cap hoc.
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2.2. Chiu trach nhiém tham muu céc loai ké hoach, b4o céo thdng ké cua
phong thuéc S6 GD&PT: Phong GDTX - Pai hoc; Phong CTTT - KHCN va
Cong Doan nganh.

2.3. Phu trach, theo ddi cong tac gido duc, PCGD, XMC va cac truong
hoc trén dia ban 2 xa Htu Hoa, xa Ta Thanh Oai.

2.4. Thuc hién cac cong tac khac khi dugc 1anh dao phong phan cong.

3. Pong chi Nguyén Thi Kim Thoa — Chuyén vién (DT: 0964100874)

4.1. Tham muu lanh dao phong cac noi dung cong viéc thudc linh vuc :

- Cong tac chung caa nganh:

+ COng tac tuyén truyén, pho bién va gido duc phap luat; Céng tac phap
ché; Cong tac phong chdng té nan x& hoi, gido duc an toan giao thong.

+ Tham gia doan kiém tra lién nganh: Kiém tra theo ddi hoat dong céc trung
tAm ngoai nha trudng: Ngoai ngit, tin hoc va cac trung tam c6 yéu to nudc ngoai.

+ La Thu quy co quan phong GD&DT.

- Hoat ddng chuyén mon ciia cap THCS:

+ Cong tac bdi dudng chuyén mén gido vién mén Ngit vin, GDCD, Tiéng
Anh, HDTN-HN cap THCS.

+ COng tac bdi dudng HSG, HSNK theo Dé &n; Cong tac to chic thi hoc
ky, thi khao sat chat luong; cong tac thi GVDG cap THCS.

+ Cong tac day thém - hoc thém trong va ngoai nha trudng cap THCS.

+ Theo ddi, tong hop béo céo hoat dong giang day lién két ngoai ngir,
nang khiéu, t6 chirc cac hoat dong ngoai khoa trong truong hoc cap THCS.

+ Tham gia cong tac thanh tra chuyén mén cua S6 GD&DPT; kiém tra
chuyén mon va thi dua cap hoc.

3.2. Tham muu lanh dao phong viéc xay dung ké hoach, don doc thuc
hién va b&o cdo cac noi dung dugc phan céng va chiu trach nhiém truédc lanh
dao phong va tién d6 chat lugng cac nhiém vu thudce linh vue duogc giao.

3.3. Phu trach, theo doéi cong tac giao duc, PCGD, XMC va cac truong
hoc trén dia ban 2 x& Tam Hiép, xa Bong My.

3.4. Thuc hién cac cong tac khac khi dugc 1anh dao phong phéan cong.

4. Pong chi Pham Thiy Nhung — Chuyén vién (PT: 0974055928)

4.1. Tham muu lanh dao phong cac noi dung céng viéc thude linh vuc :

- Cong tac chung caa nganh:

+ CONg tac tuyén sinh dau cap toan nganh.

+ Phu trach cong tac co so vat chat va trang thiét bi truong hoc.

+ COng tac kiém dinh chét luong gido duc, xay dung trudng chuan qudc
gia, chat luong cao caa nganh.
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+ Tham gia cdng tac xay dung: Nong thén mai nang cao va kiéu mau; Bé
an xay dung Huyén thanh Quan va Xa thanh Phuong.

+ Cong tac van thu, giai quyét cac TTHC lién quan dén linh vuc gido duc;
tham muu xdy dung cac quy trinh TTHC theo tiéu chuan ISO; Cong tac Hoi
ddng trudng.

+ COng tac nghién ciru khoa hoc va phong trao viét SKKN cap THCS va
toan nganh.

+ Phéi hop va hd tro d/c Boan Thi Thoan quan tri phan mém chuyén nhan
van ban cta huyén va caa nganh.

- Hoat dong chuyén mén cia cap THCS:

+ Cong tac pho cap giao duc — XMC

+ CoOng tac boi dudng chuyén mén cho GV bd mén Lich si, Dia ly; hoat
dong gido duc dia phuong.

+ Cdng tac nghién ciru khoa hoc va phong trao viét SKKN cap THCS.

+ COng tac kiém dinh chét luong gido duc, xay dung trudng chuan quoc
gia, chat luong cao cap THCS.

+ Tham gia cong tac thanh tra chuyén mén cua S6 GD&DPT; kiém tra
chuyén mon va thi dua cap hoc.

4.2. Chiu trach nhiém tham muu céc loai ké hoach, bdo c4o cua phong
thuoc S6 GD&DT: Van phong Sé.

4.3. Phu trach, theo déi cong tac giao duc, PCGD, XMC va cac truong
hoc trén dia ban x& Tu Hiép; Yén My.

4.4, Thuc hién cac cong tac khac khi dugc 1anh dao phong phan cong.

5. Pong chi Pao Thi Huyén Ngoec — Chuyén vién (PT: 0906066536)

5.1. Tham muu lanh dao phong cac ngi dung cong viéc thude linh vuc :

- Cdng tac chung cia nganh:

+ Phu trach cdng tac phé cap gido duc — XMC.

+ Cong tac ung dung CNTT; Quan ly, khai thac va tdng hop bao céo cua
toan nganh trén phan mém CSDL

- Hoat dong chuyén mén cia cap Tiéu hoc:

+ Cong tac phd cap gido duc — XMC va tuyén sinh dau cap.

+ Cong tac nghién ctiru khoa hoc va phong trao viét SKKN cap hoc.

+ COng tac chuyén d6i sé va ung dung CNTT; Céng tac truyén thong;
Quan ly, khai thac va téng hop bao cao caa cap Tiéu hoc trén phan mém CSDL.

+ Phu trach mon Toan, TN&XH, Khoa hoc, Lich st&Dbia 1y, HDTN,
Cong nghé va Hoat dong Stem cip hoc.
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+ Phu trach cong tac day 2 budi/ngay va ban trd, st dung DDDH, trang
thiét bi day hoc va SGK cép tiéu hoc.

+ Cong tac thi dua va hoat dong giang day lién két ngoai ngir, KNS cip hoc.

+ Cong tac kiém tra ndi bo, cong tac dao tao bdi dudng cap tiéu hoc.

+ Tham gia cong tac thanh tra chuyén mén cia S6 GD&DT; kiém tra
chuyén mon va thi dua cap hoc.

5.2. Chiu trach nhiém tham muu céc loai ké hoach, bdo cdo cua phong
thudc Sé GD& PT: Phong Gido duc Tiéu hoc

5.3. Phu trach, theo d6i céng tac giao duc, PCGD, XMC va cac truong
hoc trén dia ban xa Pai Ang.

5.4. Thyc hién cac cong tac khac khi dugc 1anh dao phong phéan cong.

6. Pong chi Nguyén Thi Hanh — Chuyén vién (PT: 0353168056)

6.1. Tham muu lanh dao phong cac ndi dung cong viéc thudc linh vuc :

- Cong tac chung caa nganh:

+ CoOng tac phong chéng dich bénh; Cong tac y té hoc duong; Cong tac
chir thap do toan nganh.

+ Cong tac tu van tm |y hoc duong cua nganh.

- Hoat ddng chuyén mén cia cap Tiéu hoc:

+ Cong tac phong chéng dich bénh; Cong tac y té hoc duong, Cong tac
chit thap do cép hoc.

+ COng tac vé sinh méi truong, an toan thuc pham; Hoat dong tap thé, van
nghé va cong tac thu vién cap Tiéu hoc.

+ Phu trach mon Tiéng Viét, Pao duc, K§ thuat, My thuat, Am nhac; thi
gio Vvién gioi, phong trao v sach chir dep cap Tiéu hoc.

+ Cong tac giang day ATGT, nép song van minh - thanh lich, gido duc dia
phuong cap Tiéu hoc.

+ COng tac thanh tra chuyén mén cua Sé GD&DPT; kiém tra chuyén mén,
kiém tra thi dua cip hoc tiéu hoc.

6.2. Tham muu lanh dao phong viéc xay dung ké hoach, don dbc thuc
hién va b&o cdo cac noi dung dugc phan céng va chiu trach nhiém trudc lanh
dao phong vé tién d6 chat lugng cac nhiém vu thudc linh vue duogc giao.

6.3. Phu trach, theo doéi cong tac giao duc, PCGD, XMC va cac truong
hoc trén dia ban x& Ngoc Hoi, Duyén Ha.

6.4. Thuc hién cac cong tac khac khi duoc lanh dao phong phéan cong.

6. Pong chi Pham Tién Diing — Chuyén vién (PT: 0972211166)

7.1. Tham muu lanh dao phong cac noi dung céng viéc thudc linh vuc :

- Cong tac chung caa nganh:



+ Thuong truc thi dua cta nganh.

+ Thuong tryc cong tac tng dung CNTT va chuyén doi sé cta nganh;
quan ly phan mém danh gia can bd.

+ Tham muu soan thao cac Dé an, K& hoach, Vin ban, T trinh, Quyét
dinh, B&o cdo chung cua nganh; Bao cado thang, Quy, 6 thang va nam cua phong.

+ Ké hoach va béo c4o tién do thuc hién cac dé &n phét trién GD giai doan
2021-2026.

+ HJ tro cong tac co sé vat chat va trang thiét b truong hoc.

+ Phu trach cong tac cip phat van bang, ching chi; Dir liéu cong tac thi
tét nghiép THPT va tuyén sinh BH, CD.

- Hoat ddng chuyén mon ciia cap Tiéu hoc:

+ Chi dao mdn Tin hoc cip tiéu hoc.

+ Cong tac thi va kiém dinh chat luong, CQG, CSVC, cong tac (ing dung
CNTT cap tiéu hoc.

+ Cong tac thanh tra chuyén mon cua S6 GD&DT; kiém tra chuyén mén,
kiém tra thi dua cp hoc tiéu hoc.

7.2. Chiu trach nhiém tham muu cac loai ké hoach, bdo cdo cia phong
thuoc S6 GD& DT: Van phong S&; Thuong truc thi dua S¢; Phong KH- TC.

7.3. Phu tréch, theo do6i cong tac giao duc, PCGD, XMC va cac truong
hoc trén dia ban x Tan Triéu, Thanh Liét.

7.4. Thyc hién cac cong tac khac khi duoc 1anh dao phong phéan cong.

8. Pong chi Nguyén Thi Nhu Trang — Chuyén vién (PT: 0983849969)

8.1. Tham muu lanh dao phong cac noi dung cong viéc thude linh vuc :

- Cong tac chung caa nganh:

+ COng tac vé sinh ATTP, phong chéng tai nan thuong tich va an toan, an
ninh truong hoc cua toan nganh.

+ Tham gia doan kiém tra lién nganh; Kiém tra theo di hoat dong cac trung
tAm ngoai nha trudng: Ngoai ngit, tin hoc va cac trung tam cd yéu td nudc ngoai.

- Hoat ddng chuyén mdn caa cap Mam non:

+ COng tac vé sinh an toan thyc pham, phong chéng tai nan thuong tich va an
toan, an ninh trudng hoc cua cap hoc.

+ Phu trach c6ng tac cham soc nudi dudng cip mam non.

+ Tong hop bao céo théng ké, tong hop SKKN cap Mam non.

+ COng tac dao tao bdi dudng; kiém tra noi bo; cong tac thi GVDG cap hoc
mam non.

+ Cong tac thi dua va hoat dong GD lién két ngoai ngir, KNS cap hoc.
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+ Cong tac thanh tra chuyén mon cua S& GD&PT; kiém tra chuyén mon,
kiém tra thi dua cip hoc mam non.

8.2. Chiu trach nhiém tham muu cac loai ké hoach, bdo cdo cua phong
thudc Sé GD&DPT: Phong Gido duc Mam non.

8.3. Phu trach, theo d6i céng tac giao duc, PCGD, XMC va cac truong
hoc trén dia ban Thi tran Vin Pién, xa Ngii Hiép.

8.4. Thuc hién cac cong tac khac khi dugc phan cong.

9. Pong chi Hoang Thi Khanh Ly — Chuyén vién (PT: 0979888183)

9.1. Tham muu lanh dao phong cac ndi dung céng viéc thudc linh vuc :

- Cong tac chung caa nganh:

+ Chuan bi noi dung va chuong trinh cac Hoi nghi so két, tong két va cac
cudc hop giao ban dinh ky cua nganh.

+ Tham gia cong tac cong doan co quan.

+ Tham muu véi Truéng phong trong cong tac quan Iy khdi mam non
ngoai cong lap.

- Hoat ddng chuyén moén cia cap Mam non:

+ Cong tac tuyén sinh dau cdp, PCGD mam non cho tré em niam tuoi.

+ COng tac chuyén ddi sé va ung dung CNTT; Céng tac truyén thong;
Quan ly, khai thac va tong hop bao cao caa cap Mam non trén phan mém CSDL.

+ Phu trach cong tac gi4o duc, tong hop bao cao thdng ké cip MN.

+ Cong tac kiém dinh chat luong gido duc va xay dung truong hoc dat
chuan quéc gia.

+ Cong tac thanh tra chuyén mon cua S6 GD&DT; kiém tra chuyén mén,
kiém tra thi dua cip hoc mam non.

9.2. Tham muu ldnh dao phong viéc xay dung ké hoach, don déc thuc
hién va b&o cdo cac noi dung dugc phan céng va chiu trach nhiém truédc lanh
dao phong vé tién d6 chat lugng cac nhiém vu thudce linh vue duogc giao.

9.3. Phu tréach, theo d6i cong tac giao duc, PCGD, XMC va cac truong
hoc trén dia ban x& Vinh Quynh.

9.4. Thyc hién cac cong tac khac khi dugc lanh dao phong phéan cong.

10. Pong chi Poan Thi Thoan — Chuyén vién (PT: 0946619988)

10.1. Tham muu lanh dao phong cac noi dung céng viéc thudc linh vuc :

- Cong tac chung caa nganh:

+ Quan Iy va st dung cac trang thiét bi phong van thu, ddu co quan va
hop thu dién tor co quan; Quan tri phan mém chuyén nhan van ban caa huyén va
cua nganh.

+ Téng hop béo céo tai chinh toan nganh.
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+ Tham muu gitp Truéng phong quan ly tai san, cong tac dau tw CSVC
va d6 duing day hoc, bd sung trang thiét bi cho cac nha truong.

+ Cac ché @6 chinh sach lién quan theo quy dinh ddi véi CB, GV, NV, HS
trong nganh.

- Cong tac caa co quan :

+ Theo ddi tinh hinh nhan va st dung kinh phi do Nha nuéc cap, cac khoan
thu khac caia don vi (néu co).

+ Cong tac thu — chi, tai chinh, ké toan, luong cua can bd co quan va cac ché
do chinh sach cua can bo cong chuc phong.

+ Quan ly tai san, cdng cu dung cu va trang thiét bj cua co quan.

10.2. Chju trach nhiém tham muu cac loai ké hoach, béo céo thong ké cua
Phong thuoc S& GD&DT: Phong Ké hoach - Tai chinh.

10.3. Thuyc hién cac cong tac khac khi dugc lanh dao phong phan cong.

I11. NGUYEN TAC, CHE PQ LAM VIEC

1. Thuc hién theo Luat can b cong chuc, Luat vién chic.

2. M&i can bo cdng chie thuc hién nhiém vu theo nguyén tic tap thé 1anh
dao, ca nhan chiu trach nhiém thyc hién day du, trach nhiém cong viéc duoc giao.

3. Truong phong chiu trach nhiém trudc Huyén ay, HDND, UBND huyén
va phép luat vé hoat dong ciia phong, truc tiép giao viéc cho can bo cong chirc
cua phong.

4. Pho Trudéng phong chiu trach nhiém trude Trudng phong va phép luat
vé linh vuc cong tac duge phan cong, bao cao Truang phong vé thuc hién nhiém
vu duoc giao theo tuan (vao busi sang thiz Hai hang tuan).

5. Truéng phong va cac Pho Truong phong phai théng nhat thuc hién cac
noi dung: Xay dung ké hoach, chuong trinh, giai quyét cac vu viéc phuc tap va
bao cdo két qua hoat dong caa nganh, caa phong.

6. Can bo cdng chuc ngoai viéc thuc hién nhiém vu tung linh vuc cong tac
dugc giao phai dam bao tot cong tac theo ddi cac don vi trén dia ban phu trach
theo chirc ning, nhiém vu cta phong. Chiu trach nhiém c& nhan veé viéc thuc
hién giai quyét cac nhiém vu dugc phan cong dam bao tién do va chat luong
trude Trudng phong va phéap luat.

7. Ngoai cac nhiém vu da duoc phan cong néu trén, can bo céng chuac
trong co quan nghiém chinh chap hanh sy phan cong diéu hanh cia lanh dao
trong thuc hién cac nhiém vu duoc giao. Cac thanh vién trong td va cac to trong
co quan c6 su phdi hop chat ché dé thuc hién tét nhiém vu dugc giao.

8. Moi can bo cong chuc cua Phong phai thuc hién nghiém céc quy tic
g Xtr, quy ché 1am viéc va cac quy dinh cua co quan.
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9. Hang tuan, hang thang hop giao ban céng viéc vao sang tht Hai hang
tuan hozc theo lich ciia Truéng phong.

Thong bdo nay cd hiéu luc ké tir ngay ky va thay thé Thong bao sd
675/TB-PGD&DT ngay 31/7/2023 cta phong Gido duc & Pao tao; yéu cau cac
can b, cong chirc phong GD & DT huyén nghiém tuc thuc hién.

Trong qua trinh thuc hién do yéu cau cong viéc, can ctr vao ning luc va
két qua hoan thanh nhiém vu cia can bo, cdng chirc viéc phan cong s& duoc didu
chinh cho phu hop vai tinh hinh thuc té.

Noi nhén: TRUGNG E/I;B*GN@GIAO DUC VA PAO
- Lanh dao HDND - UBND huyén; Zn LHCn e o HAN DAN THANH
- D/c Nguyén Vin Hung- PCT UBND huyén ;

- Cén bg, chuyén vién phong GD&DT;
- Cac truong MN, TH, THCS;

- Céc phong, ban lién quan;

- Luu: VT.

Pham Vian Ngat
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