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SO GIAO DUC VADPAO TAO  CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH P¢c Lap — Ty Do — Hanh Phuc
TRUONG THPT VO VAN KIET

*

S6: 111/TB-VVK Qudn 8, ngay 28 thang 12 nam 2020

THONG BAO ‘
(V/v phin cong trong Ban gidm Hi¢u, tic ngay 29/12/2020).

1/Thay Pham Quang Hiéu — Hi¢u truéng.

- Phu trach chung;

- Phu trach cac cong tac:
+ Chién lugc phat trién, ké hoach hoat dong cta truong;
+ Tai chéanh, T chiec, Thi dua, Hoc vu, gido vién chu nhiém, hoat dong Bén tru;
+ Cac bao cao cho S& Gido duc va Pao tao;
+ Theo doi hoat dong cua khoi 12 (thi dua, s6 diém, hoc ba, sé du bai..);
+ Ky luét lao dong trong Gido vién, cong nhén vién (diém danh va chdm cong gido

vién, cong nhan vién hang ngay, t6ng hop va théng bdo dén HPSP cach 01 tuén/lan);
+ Lén lich cong tac tuan cua truong.

- Dai dién Ban gidm hi¢u sinh hoat dudi co véi hoc sinh vao sang thir hai hang tuln;

- Quan ly tryc tiép cac bd phan: Vin thu, tai vu, hoc vy, bdo vé;
- Phéi hop, hd tro hoat dong ctia Cong doan;
- Giang day: 2 tiét/tudn.

2/Thay Lé Hong Quéan — Phé Higu trudng 1.
- Phu trach chuyén mon;
- Phu trach cac cong tac:
+ Xép TKB cho ca trudng;
+ Quan ly chuyén moén cia gido vién;
+ Du gid gido vién;
+ Bi dudng hoc sinh gioi;
+ Huéng dan hoc sinh nghién ctru khoa hoc;
+ P6i méi phuong phap day hoc (day hoc tich hop, day hoc lién mén, gzao duc Stem..);
+ Chuong trinh GDPT nam 2018;
+ Cong tac Thu vién;
+ Pé kiém tra, kiém tra giita ky, kiém tra hoc ky, kiém tra lai;
+ Day Nghé cho hoc sinh khéi 11;
+ Bbi dudng thudng xuyén cia giéo vién;
+ Trang web cua truong;



+ Hé théng Camera ndi bo cia truong;
- Theo dbi hoat dong cta khoi 10 (th1 dua, sb diém, hoc ba, sb dau bai..);
- HO trg hoat dong ctia Chi doan gido vién;
- Giup Hiéu trudng:

+ Thuc hién céc bao cdo cho: Trung tdim TT & CTGD, phong Gido duc Trung hoc,

phong TCCB;
+ Thyc hién cong tac tuyen sinh 16p 10 (d6i twong: HS 16p 9 ciia cdc truong THCS);
+ Giai quyet céc cong viée khac.. (néu duwoc Hiéu truéng phdn cong).

- Giang day: 4 tiét/tudn.

3/C6 Lé Thi Hong Anh — Phé6 Higu truéng 2.
- Phu trach Co s& vat chat va Ky luat hoc duong;
- Phu trach cac cong tac:
+ Hoat dong thi dua gitta cac 16p hoc sinh;
+ Hoat dong NGLL va HN;
+ Gido dyc Chinh trj tu trdng trong hoc sinh;
+ Gido duc, tuyén truyén, pho bién phép luat cho CB, GV, NV, HS truong,
+ V¢ sinh an toan thyc pham trong nha truong;
+Y té truong hoc;
+ Quén 1y co s vat chét (c6 s6 theo ddi tai san cia cdc phong, ban, ¢6 s6  theo doi s
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chita tai san, ghi nhdn nhitng truong hop tai san bi hw hong, bdo cho ngudi cd trdch nhiéh \"

dé kip thoi sira chita); Thyc hién chuc trach trudng ban kiém ké tai san, tiép nhan tai san cﬁ?d"o"ﬁ}sf

truong; : KIE /e
+ Quan Iy nén nép, ky luat - trat tw hoc duong; tiép phu huynh hoc sinh, giai quyét Vle\(&\“\

hoc sinh vi pham néi quy (d@dnh nhau, vi pham vé tac phong, a"ong phuc, toc..);
- Quan ly truc tiép cac bd phan: Giam thi, vé sinh méi truong, y té;
- Thay mét Hi¢u trudng chu tri cac cude hop cua Hoi dong ky lut hoc sinh (néu cd);
- Theo dbi hoat dong cua khdi 11 (thi dua, sb diém, hoc ba, s6 dau bai..);
- Theo di, d6n dbc, hd trg hoat dong ciia Poan trudng;
- Gitp Hiéu trudng:
+ Quén ly nga?\y, gi® cong gido vién, nhan vién tham gia cong tac ban tru;
+ Thyc hién céc bao cao cho: Phong CTTT, phong KT&KDCLGD;
+ Dy gio gido vién (mgt 50 tiét),
+ Giai quyet céc cong viéc khac.. (néu dwoc Hiéu trucng phdn cong).
- Giang day: 4 tiét/tuan.

Noi nhan:

- GV, CNV truong;

- Chi bd; Céac doan thé cua truong;
- Luu.




