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CQNG HOA XA HQI CHU NGHIA VIET NAM 
D6c Lap- Ty Do-Hanh Phic 

Qu@n 8, ngay 28 thang 12 nam 2020 

" , THONG BAO 
(Viv phan cong trong Ban giam Hifu, tit ngay 29/12/2020). 

1/Thay Pham Quang Hi€u- Hi@u truong. 
- Phu trach chung; 
- Ph\l trach cac cong tac: 

+ ChiSn luqc phat tri6n, kS ho~ch ho~t d{>ng cua trucmg; 
+ Tai chanh, T6 chuc, Thi dua, H<;>c V\l, giao vien chu nhiem, ho~t d{>ng Ban tru; 
+ Cac bao cio cho S Giao duc va Dao tao; 
+ Theo doi ho~t d{>ng cua kh8i 12 ( thi dua, s6 diem, hoc ba, s6 dau bai..); . 
+ Ky lu~t lao d{>ng trong Giao vien, cong nhan vien (aidm danh va chdm c6ng giao 

vien, c6ng nhan vien hang n~ay, t6ng h<;Jp va thong bao din HDSP each 01 tufin/1,fin); 
+ Len ljch cong tac tuan cua trucmg. 

- Dai di@n Ban giam hi@u sinh hoat duii c voi hoc sinh vao sang thr hai hang tuan; 
- Quan ly trvc tiSp cac b{> ph~n: Van thu, tai vu, hoc vu, bao ve; 
- Ph6i hqp, h6 trq ho~t d{>ng cua Cong doan; 
- Giang day: 2 tiSt/tufin. 

2/Thiy Le H6ng Quan - Ph6 Hi@u truong 1. 
- Phu trach chuyen mon; 
- Ph\l trach cac cong tac: 

+ Xep TKB cho ca trucmg; 
+ Quan ly chuyen mon cua giio vien; 
+ Dv gio giao vien; 
+ B6i duong h9c sinh gioi; 
+ Huang dful h<;>c sinh nghien cuu khoa h<;>c; 
+ Doi moi phuong phap day hoc (day hoc tich hop, day hoc lien mon, giio duc Stem..); 
+ Chuong trinh GDPT nam 2018; 
+ Cong tac Thu vien; 
+ De kiem tra, ki@m tra gifra ky, ki@m tra hoc ky, kiem tra l~i; 
+ Day Nghe cho hoc sinh khoi 11; 
+ B6i duong thucmg xuyen cua giao vien; 
+ Trang web cua trucmg; 
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+ He thong Camera n<)i b<) cua truong; 
- Theo doi ho~t d<)ng cua kh8i 10 (thi dua, s6 diem, hoc ba, s6 dau bai..); 
- H6 trg ho~t d<)ng cua Chi doan giao vien; 
- Giup Hi~u truong: 

+ Thvc hi~n cac bao cao cho: Trung tam TT & CTGD, phong Giao d\lc Trung h9c, 
phong TCCB; 

+ Thvc hi~n cong tac tuySn sinh lap 10 (d<5i tu()'ng: HS lap 9 cua cac truang THCS); 
+ Giai quySt cac cong vi~c khac .. (niu au(JC Hi¢u truong phdn c6ng). 

- Giang day: 4 tiet/tuan. 

3/Co Le Thi H6ng Anh - Pho Hif u trtrimg 2 .. 
- Phu tr&ch Co so vat chat va Ky lu@t hoc duong; 
- Ph\l trach cac cong tac: 

+ Hoat dong thi dua giua cac lop hoc sinh; 
+ Hoat dong NGLL va HN; 
+ Giao d\lC Chinh tri tu tuong trong hoc sinh; 
+ Giao d\lc, tuyen truyen, ph6 biSn phap lu~t cho CB, GV, NV, HS truong; 
+ Ve sinh an toan thvc phdm trong nha truong; 
+ Y tetrumnghoc; ms 
+ Quan ly ca s6 v~t ch~t (c6 s6 theo doi tai san cua cac phong, ban; c6 s6 theo doi s~~ 

cha tai san, ghi nhin nhiing truong hop tai san bi hu hong, bao cho nguai c6 trach nhi?F!J, .\\ 
ai kf,p thai sua chua); Thvc hi~n chuc trach truong ban kiSm ke tai san, tiSp nh~n tai san cftl{~ONC)a,' 
~g· :~~~ ' ' + Quan ly nen nep, ky luat - tr@t tr hoc dung; tiep phu huynh hoc sinh, giai quyet vie\® 
hoc sinh vi pham noi quy (danh nhau, vi phq,m v'2 tac phong, d6ng phl!,c, toe . .); - 
- Quan ly tf\l'C tiSp cac b9 ph~n: Giam thi, v~ sinh moi truong, y tS; 
- Thay mat Hi@u truong chi tri cac CUQC h9p cua H<)i df>ng ky lu~t h9c sinh (nSu c6); 
- Theo doi ho~t dc}ng cua kh8i 11 (thi dua, s6 diem, hoc ba, s6 dau bai.. ); 
- Theo doi, don doc, h6 tr hoat dong cia Doan truong; 
- Giip Hi@u truong: 

+ Quan ly ngay, gio cong giao vien, nhan vien tham gia cong tac ban tru; 
+ Thvc hi~n cac bao cao cho: Phong CTTT, phong KT&KDCLGD; 
+ Dv gia giao vien (m(jt s6 tidt); 
+ Giai quySt cac cong vi~c khac .. (niu QU(JC Hi¢u truong phdn c6ng). 

- Giang day: 4 tiet/tuan. 

Noi. nhfin: 
- GV, CNV truong; 
- Chi b6; Cac doan the cia truong; 
-Luu. ang Hi@u 


