SG GIAO DUC VA DAO TAO - CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc lap — Tw do — Hanh phic
TRUONG TRUNG HQC PHO THONG
TRAN HU'U TRANG

Ké hoach lam viée
cia To Van Phong
Tir ngay 22/11 dén ngay 26/11/2021

1. Cong tiac thwong xuyén
Thay Huynh Thai Dwong -TTVP:
- Lap k& hoach hoat dong cua t6 van phong;
- Quan li chung c4c mang cdng viée t6 van phong;
- Céc cdng viée lién quan phan mém trudng hoc.
Thay Ting Anh Tuén — gido vu:
- Cong tac hoc vy, tra hd so hoc sinh;
- Cong tac chuyén truong;
- Hb so hoc sinh 16p 10.
C6 Pam Bich Vin — ké toan:
- Cong tac ké toan, kiém tra, giam sat cac khodan thu chi;
- Thiét lap cac loai hd so s6 sach lién quan den cong tac ke toan;
- Phan tich s6 liéu, tham muu d& xudt giai quyét cac yéu cau;
Co6 V6 Thi Xuin Yén — vin thw, thi quy
- Tiép nhan vidn ban dén, chuyén van ban cho bd phan c6 lién quan;
- Trinh ky, phat hanh, Ivu trit, tra ctru van ban khi cén;
- Photo hoc ba hoc sinh, hd trg scan vin ban;
- Soan théo van ban theo yéu ciu ctia Ban lanh dao;
- Thu tién bao hiém;
- Nhip s6 quy;
- Lap danh sach céc khoan thu, chi;
- Tbng két thu chi.
Thay Phan Quéc Cudong — quan li hoc sinh
- Cong tac quan li hoc sinh;
- Quan li s dau bai, don xin phép hoc sinh.
Thiy Ting Tuin Pat — quan li hoc sinh, sira chita nhé
- Cong tac quan 1 hoc sinh;
- Quan li s6 dau bai, don xin phép hoc sinh;
- Cong tac stra chita nho.
Co6 Lé Thanh Thay — thw vién, thiét bi
- Sép xép, bao quan cac thiét bi, thiét 1ap cc hd so sb sach ctia phong thiét bi
theo sy phan cong;
- Cép nhét ddy da theo yéu cu clia céc loai ho 5o sd sach.
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- VE sinh san truong;

- Don dep khu vuc van phong, cac khu vuc 16p hoc.
Bui Thi Mai — phuc vu:

- Vé& sinh san truong;

- Don dep khu vuc vén phong, cac khu vuce 16p hoc.
Nguyén Thi Thanh Thanh — tham van hoc dwong
- Cbng tac Tham van hoc dudng.

- Giir con diu, déng diu céc loai vin ban.

Thiy Pham Trong Huynh — HS tro tin hoc héa cic cong viéc nha truong

Co

- HS tro day — hoc online.

Nguyén Phwong Mai — quan tri Website

- Cap nhat tin tirc, ndi dung, ké hoach, lich cong dang website trudng kip
thoi; ;

- Hb trg day — hoc online.

Chi Nguyén Vin Ut — bao vé, sira chira nho

- Cong tac bao vé phai dam bao tir 6g30-11g30, xép xe khach, huéng din
khéch lién h¢ cong tac

- Cong tac sira chita nho ngoai gid 1am viée hodc khi ¢6 ngudi khac hd trg
giit cong.

2. Cong tac khac dwgc phan cong

Céc thanh vién t6 vin phong thuc hién thém cac cong viéc dugc phan cong

theo lich sau tir 22/11 dén 26/11:

Ngay Cong viéc Phén cong Ghi chua
Thit hai | Don dep phong héi trudng, Thay Cudng, Thiy Pat, C6 Sau,
22/11 | sép xép ban ghé, loa Co6 Thay
Bluetooth
Stra tAm luéi San da ning, Thiy Cudng, Thiy Pat
don bang vao phong ly hoa
sinh

Theo ddi giam sét viée cai dat, | Thiy Huynh
v€ sinh phong may vi tinh cla
cong ty Pai Duong va bao cao
vé BLD.

Thuc hién méu ding ky van | C6 Yén
phong pham va cho céc bd

phén déng ky

Stra lai nén trai baget trudc Chua Ut — Thay Duong hd trg
san don khach

Lam lai danh sach khen Co6 Van

thudng 2021-2021 va 2021-
2022, lam lai k€ hoach van
dong tai trg
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Cong viéc

Phén cong

Ghi chu

Theo doi thong trang
hcm.edu.vn va dua thong tin
vao cac nhom Zalo

Thay Duong

Thir ba
23/11

Lién hé bang ndi quy phia sau
cac 16p

Lién hé, b4o gia, boc lai ghé
Rira, lau chui cac khu vuc
hanh lang, cdu thang do khu
vuc 16p hoc.

T4t toan tai khoan ngan hang,
chét sb lwong HS tham gia
BHYT, BHTN

Thay Pat

Thay Cudng
C6 Séu, Co Thuy

Co Van

Thw tw
24/11

Chudn bi hd so quyét toan
2020, nhan s liéu trén phan
mém misa

Théng ké, 1ap ké hoach mua
van phong pham, ké hoach sir
dung va gi van ban trinh
Hiéu truong

Rira, lau chui cac khu vuc
hanh lang, cau thang do khu
vuc 16p hoc.

Kiém tra CSVC toan by
truong, thdng ké, thuc hién
bao céo vé cong tac kiém tra
viéc thanh I tai san, khu hao

Co6 Van

C6 Sau, Co6 Thuy

Cd Van phu tréch chinh, Thay
Dat, Thay Cuong ho tro
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Thitr nam
25/11

Mua mica, gén bang tén 16p
cac phong hoc 1au 2

Nghién ctru gén déng hd dién
cac phong mdi, néu khong
thwe hién dugc 1am phiéu dé
xudt

Béo cdo bang mo ta cong viée
trong tuin cho thidy Duong
trude 16g00

Ban ddng phuc hoc sinh khdi
11, 12

Thiy Cuodng, Thay Dat

Thiy Dat, Thiy Cuong

Céc thanh vién td

C6 Thanh, Co Sau, Co Thuy hd
tro

Thit sau
26/11

Theo d5i, huéng dan lap dat
cac tAm ndi quy phia sau cac
l6p

Son b sung s thit tw cira nha
v¢€ sinh cac tﬁng, kiém tra,

Thiy Dat

Thay Cuong
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Cong viéc Phan cong Ghi chua

kiém tra thiét bi nha vé sinh
va béq cao ;
Bén dong phuc hoc sinh khoi | C6 Thanh, C6 Sau, C6 Thuy
11, 12
Nhip s6 liéu phdn mém misa | C6 Véan

Nguoi lam ké hoach
TTVP
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Huynh Thai Dwong




