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86: /50> IQD-THPTTQB Thénh phé H6 Chi Minh, ngay 05 thang 09 ndm 2024

‘ QUYET DPINH
V¢ viée phan cong nhiém vu cong chirc, vién chirc, nguoi lao dong
Nam hoc 2024-2025

HIEU TRUONG TRUONG THPT TA QUANG BUU

Can cur Thong tu s 32/2020/TT-BGDDT ngay 15 thang 9 nim 2020 ciia B§ Gido duc
va Dao tao vé ban hanh Diéu 1& truong trung hoc co s, truong trung hoc phd thong va truong
phé thong c6 nhidu cép hoc;

Cén ¢t Thong tu s 28/2009/TT-BGDDT ngay 21 thang 10 ndam 2009 ban hanh quy
dinh vé ché do lam viéc déi véi gido vién phd thong;

Cén ctt Thong tu sb 16/2017/TT-BGDBT ngay 12 thang 7 nam 2017 ctiia Bé Gido duc
va Pao tao vé quy dinh vé danh muc khung vi tri viéc 1am va dinh mirc sé lugng nguoi lam viée
trong cac co s& gido duc phd thong cong lap;

Cén ¢l chirc danh, nhiém vu ctia cong chie, vién chire, ngudi lao dong va yéu cau cong
tac nam hoc 2024-2025 cua don vi.

QUYET PINH:

Piéu 1. Nay phan cong nhiém vu cho can bo, gido vién, nhéan vién, nguoi lao dyng nam
hoc 2024-2025 theo Bang phan cong tai Phu luc dinh kém, cu thé:

Phu luc 01: Bang phédn cong nhiém vu CB-GV-NV, nguoi lao dong.
Phu luc 02: Bang phan cong nhiém vu Gido vién chu nhiém.
Phu luc 03: Bang phan cong nhiém vu T trudng.

Piéu 2. Can b, gido vién, nhan vién, ngudi lao dong co tén theo Bang phan cong ¢o
trach nhiém thyuc hién churc trach, nhiém vu dugc giao theo Diéu [¢ truong Trung hoc va cac
quy dinh cta nganh, cta don vi.

Piéu 3. Cac 6ng (ba) trong Ban lanh dao, cac t chuyén mon, céc td chire doan thé, Cac
bd phan co lién quan va cdc cd nhan c6 tén tai Diéu 1 chiu trich nhi¢m thi hanh Quyét dinh nay.

Quyét dinh c6 hi¢u luc ké tir ngay ky./.

Noi nhan: HIEU TRUONG
- Nhu Diéu 3 “dé vhién”; .

- BGH (dé chi dao);
- Luu:VT.
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B. PHAN CONG NHIEM VU NHAN VIEN TO VAN PHONG

1. Ba Vo Khénh Hing — Nhan vién.

- H3 trg true cdng truong diu gi budi sang va budi chiéu khi hoc sinh dén truong tham gia
hoc tap va cac hoat dong chung cua nha trudng.

- HO tro trdt tu cdc khu vue hanh lang theo phan cong.

- Thuc hién cac cong tac khac theo su phan cong cua Hi€u truong;

2. Ong D5 Quéc Huy — Nhan vién.

- Hd tro truc cong trudong dau gio budi sdng va budi chiéu khi hoc sinh dén truong tham gia
hoc tép va céc hoat dong chung cua nha truong.

- Hd tro trat tu cac khu vue hanh lang theo phan cong.

- H4 tro quan 1y sung, ti sing. Giit chia khéa tu sung, cudi thang ndp s6 ban giao sting cho
thay Nguyén Van Khanh — PHT.

- Thue hién cac cong tac khac theo su phan cong cua Hi€u trudong;

3. Ba Nguyén Thi Thim - Phu trich cong tic ké toan

- Thuc hién cac nhiém vu va yéu cau duge quy dinh dbi vai cong tac ké toan.

- Thuc hién luu trit cac hé so chimg tir, sd sach ké toan theo quy dinh cua B9 Tai chinh. Thue
hién céc ché do chinh sach kip thoi, tham muu véi Hiéu trudng vé cong tac stra chira, mua sdm tai
san phuc vu hoat dong gido duc trong nha truong ding muc dich ¢6 hi¢u qua.

- Hang ndm tién hanh kiém ké tai san, thuc hién khéu hao tai san theo gia tri hao mon khi sur
dung.

- Huéng dan cac bd phan lam hoa don ching tir khi thye hién thanh quyét toan.

- Quan 1y hd so, thanh quyét toan kinh phi Bao hiém y té hoc sinh.

- Thuong xuyén theo ddi cdc vin ban, thong tin, cic van ban mdi ban hanh va bdo cdo kip
thoi nhitng cong van So, Nganh yéu cdu ma linh vure minh phu trach (truée khi gui bdo cdo phai
trinh Hiéu truong duyét)

- Lién hé cong tac vdi Phong Tai chinh — K¢é hoach, Chi cuc thué, S6 GDDT. Kho bac Quén 8.
- Tham gia hoi hop, tap hudn theo yéu ciu ctia Nganh.
- Thue hién céc cong tac khac theo sy phin cong cua Hi¢u truong.
4. Ba Duwong Thi Thu Thio— Phu trich cong tic Thu quy
- Thu céc khoan thu cua truong theo ké hoach cua Hiéu truong va don dde cac GVCN 16p hoan
thanh c4c khoan thu theo ké hoach.

- Dam bao chi ding, du theo [énh chi cua Hi¢u trudng;



- Thyc hién thu chi tién mat dung chinh sach trong pham vi trach nhiém cta thu quy.
- Kiém ké quy lwong, cac khoan tién mat, ngan hang.....
- Thanh toan luong, cac khoan chi
- Téng hop s6 liéu thu hoc phi va cic khoan thu
- Théng ké sb lugng HS déng tién, hoc sinh chwa ndp cdp nhat béo cdo Hiéu truong
- Théng ké va tdng hop, soan chimg tir, sb liéu bao céo Hiéu truong.
- Giao dich ngin hang va kho bac cic khoan tién.
- Thuc hién cac cong tac khac theo sy phan cong cua Hiéu truong;
5. Ba Lé Thi Phuong Péng — nhin vién thu vién:
- Lap ké hoach hoat dong thu vién theo chi dao ctia cap trén; thuc hién gidi thicu sach cho CB-

GV-NV va hoc sinh trong truong;
- Lap so theo ddi viéc muon va sir dung sach gido khoa. Hang thang 1ap bao cdo vé tinh hinh st

dung;

- Phan loai cu thé vé sach gido khoa, sp xép khoa hoc dé 14y, dé tim. Giit gin, bao quan va vé
sinh thuong xuyén, dam bao khong bi méi mot, hu hong;

- Hang nim kiém ké: diu nam va cudi ndm, 14p bao cdo tinh hinh vé chét lugng SGK qua viée
str dung. S6 sach thiéu phai dugce cu thé timg loai va d& xuét mua sim bd sung;

- Bao quan, v¢ sinh thuong xuyén. Nhap kho cac loai sach dugc cép hodc mua vé, lap s0 ghi

chép luu trir hod don chimg tir trudce khi dua vao su dung.

- Thue hién céc cong téc khac theo su phan cong cta Hiéu truong:
6. Ba Nguyén Thi Ngit — nhin vién Vin thu:

- Dang ky, thuc hién thu tuc phat hanh, chuyén phét va theo ddi viée chuyén phit van ban
- Tiép nhan, ding ky van ban dén, trinh, chuyén giao van ban dén.

- Sép xép, bao quan va phuc vu viée tra ctru, st dung ban luu vin ban.

- Quan ly, str dung con dAu, thiét bi luu khoa bi mat cua co quan, td chire; cac loai con dau khac

theo quy dinh.
- Hb trg quan ly céc loai 56, hd so hgc sinh, s6 dang b, s6 goi tén ghi diém, s cdp phat vin

bang, chimg chi, luu trir cac loai 5o sch, gidy tor va hoc ba ctia hoe sinh theo quy dinh, s6 ddng ky
van ban.
- Quan ly hd so hoc sinh chuyén dén, chuyén di theo ding quy dinh.

- Chuén bi céc loai gidly to, gidy thi cho céc ky kiem tra tap trung.

- Thyec hién céc cong tac khac theo su phin cong cua Hi¢u truong;




7. Ba Nguyén Thi Khanh Ly — Nhén vién y té:

- Kidm ké trang thiét bi, thuéc, 1ap KH dé xudt mua sim dung cu vat tu y &, thude

- T chite phong y té dam bao thoang dang, du diéu kién cho cham séc stc khoé ban diu cho
CBGV va HS.

- Tuyén truyén phong dich, phong bénh cho GV va hoc sinh.

- Thudng xuyén cép nhét thong tin vé cac loai bénh dich, cac loai thudc méi.

- Chiu trach nhiém tru¢ec HT vé cong tac y té hoc dudng;

- Kiém tra don dbc cong tc vé sinh y té hoc dudng: cac nha v¢ sinh, ngudn nude, khu vuc tap
két va xir Iy rac thai...

- Phéi hop véi céc bd phén trong nha truong dé dam bao cong tac an toan VSMT va phong dich
bénh cling nhu ATVSTP.

- Thuc hién céc cong tac khic theo sur phan cong cua Higu truong;

8. Ong Lé Binh Khoa — Nhan vién Cong nghé thong tin:

- Truc tiép tham gia 14p dit, bao tri, bao dudng mang may tinh trong cac phong ban cua truong.
Theo doi, phét hién 13i, khic phuc su ¢ vé may tinh, mang cta truong va cac phong ban trong
truong.

- Truc tiép chudn bi, stra chita, bao tri cic thiét bi may tinh va cai dat cac chuong trinh may tinh
dé hd tro cho gido vién giang day trong céc phong mdy tinh day hoc tin hoc va cac phong by mon.

- Lap bang dang ky, théng ké viéc gido vién sir dung phong day hoc tin hoc va céc phong bo

A

mon.
- Chuén bi cic thiét bi ho trg cho cac ky kiém tra tap trung.

- Thue hién cdc cong tac khac theo su phan cong cua Higu truong;
9. Ba Tran Minh Thi — Nhén vién Vin phong:

- H? tro viée cAp phat bing ot nghiép THPT, gidy chimg nhan tot nghiép THPT tam thoi, tuyen
sinh 16p 10, sép xép kiém tra ra soat hd so sd sach. . .

- Hd trg cong viée thuc hién ché do bao hiém, thué cho CB-GV-NV, cic loai hd so lién quan
dén nhan su, ché d6 nang luong va mot s6 cong viée hanh chinh do Hi¢u trudng phian cong.

- In céc loai hoa don, hé trg hd so bdo cdo thué.

- Thue hién céc cong téc khdc theo sur phén cong cua Hi¢u truong.
10. Ong Lé Xuin Quang — Nhin vién Ky thuit:

- Stra chira, khic phuc céc thiét bi, bao tri cac h¢ thong dién, nude toan trudng.

- Lap céc loai sb sach (s6 ghi nhén cac 16p bao tinh hinh hu hong, tinh hinh céc thiét bi, co s¢

vat chit nha truong hu hong). Sau khi sira chira phai ¢dp nhat s0 sach da thyue hién

- Lap s0 quan ly cac thiét bj da dé xuat mua va nhip kho



- Thyc hién cac cong tac khic theo su phan cong cua Hiéu trudng;
11. Ong Ting Ba Quéc Trinh — Nhén vién:
- Ho trg cong viée quan 1y hoc sinh
- Thue hién céc cong tac khac theo su phan cong cua Hi¢u truong;
12. Ong Nguyén Ding Vinh — Nhin vién bao vé
Ong Nguyén Nhut Thién — Nhén vién bio vé
Ong Hb Viét Hoa — Nhin vién bio vé
Ong Nguyén Thuin Hung — Nhin vién bio vé
- Truc bao vé theo ca dugce phan cong; bao vé an ninh trat tu, tai san, CSVC ctia nha truong, xe
cua CB-GV-NV va khéch, khéng cho bit cr ai mang tai san cta nha truong ra khoi truong khi
chua duge su dong ¥ ctia Hiéu truong, khong dé ngudi ngoai vao truong ma chua thong qua bao

vé;
- Cubi bubi kiém tra tat dién, quat va dong cira tit ca cac phong hoc va phong lam vige, phu
trach dong ngét cAu dao dién va dong m& van nudc;

- Theo di va d& xudt viéc stra chira, dén bu, thay thé tai san bi hong, mat. Cac tai san bi hong,
méat ma bao vé khong biét ly do, khong quy dugc trich nhi¢ém cho nguoi dén bu thi bao v¢ phai
boi thuong:

- Khéng cho hoc sinh ra khoi truong trong git hoc (ngoai trir co gidyra cdng cta quan sinh hodc

BGH);
- Tham gia cic hoat dong khac khi Ban gidm hi¢u phéan cdng.
- H5 trg kéo du trong sdn trudng vao c4c budi sang thir 2 va cac ngay nha truong lam Ié...
- Thuc hién céc cong tac khac theo su phan cong cua Hi¢u truong.
13. Ba Nguyén Thi Lgi — Nhin vién phyc vu
- Vé sinh quét don day A tang trét;
- Ngoai cong trudng vao dén cong chinh;
- Tir phong bao vé dén hét day nha xe gido vién;
- V¢ sinh hanh lang khu vyrc sanh 3 16p ké sanh dén khu vue nha an gido vién;
- V¢ sinh phong liép cong dan; phong gido vién; phong Pho Hi¢u truong; phong truyen thong;

phong giam thi; hanh chénh: tai vu; day khu vye hanh chanh trét khu A, khu vire 16p hoce trét day

A.
- Nha vé sinh trét day A.
- Don vé sinh % khu vyc hanh lang day C ting trét

- Thye hién céc cong viée khac do Hiéu truong phin cong.



14. Ba Pham Thi Thiy — Nhan vién phuc vu.

V¢ sinh quét don % khu vuc san sau ddy thé duc;

V¢ sinh khu vuc céng sau san truong;

Lau 1, 13u 2 day A.

Vé sinh % ddy c 1au 1, 14u 2, céc khu vuc hanh lang va phong Thu vién; phong nghi gido
vién; phong vi tinh; thu vién, phong xa h¢i 2; Phong My thudt

Hoi truong;

V¢ sinh khu vyc hanh lang, cdu thang lau 1; lau 2 day A, day C.

Thuc hién cac cong viée khac do Higu trudng phan cong.

. Ba Nguyén Thu Ha — Nhin vién phuc vu.

Vé sinh quét don khu vuc hoi truong.
Don dep khu vue san truong.

Khu vuc day B tang trét; phong y té.
Tang trét ddy C (céc phong thi nghiém).
Don vé sinh khu vuc san khiu.

Thue hién céc cong viée khac do Hi¢u truong phan cong.

. Ba Ding Thi Thu Trang - Nhin vién phuc vu.

V¢é sinh quét don ¥2 khu vuc sin sau thé duc.

V¢é sinh khu vuc lau 1, 2 diy B.

Y, diy C lau 2 cdc phong Ty nhién, xa hoi.

San sau ddy B; phong thi nghi¢m ly.

Don vé sinh khu hanh lang cau thang lAu 1,2, day B vac.
V¢é sinh phong 4m nhac.

Thuec hién céc cong viée khac do Hiéu truong phin cong.




: : ¢ Phu luc 02
ghjem theo Quyét dinh so 5 /QD-THPT TQB ngay S~ thing & nam 2024
cua Hiéu treong Tmong THPT Ta Quang Biru)
DANH SACH GIAO VIEN CHU NHIEM
NAM HOQC: 2024 - 2025

STT | LOP | HO TEN GVCN "MON DAY | DIEN THOAI | GHICHU
KHOI 10
1 10C1 | PHAM THI NGOC CHAU AV 0933.833.985 | XH
2 10C2 | PHAN THANH TUAN VAN 0492.110.030 | XH
3 10C3 | TRAN HA QUYEN VAN 0973.603.300 | XH TCTA
4 10C4 | NGUYEN NGQC BACH LAN AV 0902.778.067 | XH
5 10C5 | LE THI THU HA AV 0392.110.030 | XH TCTA
6 10C6 | NGUYEN PHAM THANH TRUC | GDKTPL 0352.363.820 | XH TCTA
7 10C7 | LE KIM CUONG LY 0935.368.868 | TN
8 10C8 | TRINH THI KIM CHI TINHOC | 0937.242.406 | TN TCTA
9 10C9 | vO THANH MINH NGUYET HOA 0774.646.102 | TN
10 10C10 | LE THI PHUONG DUNG HOA 0978.160.684 | TN
11 10C11 | VO THI TUYET TRINH TOAN 0907.626.776 | TN
12 10C12 | TRAN THI NHUNG TOAN 0987.318.577 | INTCTA
13 10C13 | HO VIET TUAN GDTC 0978.445.743 | TN TCTA
14 10C14 | LE THI HA GIANG TOAN 0975.120.160 | TN TCTA
KHOI 11
1 11B1 | NGUYEN THI NGOC MAI SINH HOC | 0989.926.512 XH
2 11B2 | PAO THUY VINH TOAN 0988.953.702 XH
3 11B3 | TRUONG QUAN KiA TOAN 0918.852.021 XH
4 11B4 | TA THINGOC THANH VAN 0937.349.937 XH
5 11B5 | LE THI HONG NHUNG VAN 0913.823.480 XH TCTA
6 11B6 | NGUYEN VAN NGUYEN LY 0353.811.701 TN
7 11B7 | TRUONG THI TUYET NHUNG HOA 0908.536.136 N
8 11B8 | BUI THI HUGNG THUY AV 0919.396.360 ™
9 11B9 | LE THINGOC THAO TIN HOC | 0903.063.912 TN
10 11B10 | NGUYEN NGOC MAI TRINH AV 0909.774.893 TN
11 11B11 | NGUYEN THI THANH VUI TOAN 0773.583.756 ™
12 11B12 | NGUYEN THI LINH NGAN HOA 0932.410.963 TN
13 11B13 | NGUYEN THI KIM TRINH LY 0978.445.743 TN TCTA
14 11B14 | HUYNH MINH TOAN TOAN 0934.085.240 TN TCTA
15 11B15 | PHI THI HUE HOA 0982.492.649 TN TCTA |
KHOI 12
| 12A01 | PHAM THI THU HA VAN 0975.051.418 | XH
2 12402 | NGUYEN KIM VUI VAN 0908.582.616 | XH
ES 12A03 | NGUYEN THU HA VAN 0385.979.764 | XH =
4 12404 | NGUYEN THANH SON SU 0352.706.908 | XH ‘
5 12405 | CAO THI HAI SU 0989.786.093 | XH '
6 12A06 | LE THI LAN TOAN 0765.908.908 | TN |
7 12A07 | LE THI CAM HUONG VAN 0909.214.017 | TN e
8 |12A08 | VO THI HOANGHANH | LY 0908.988.656 | TN
9 12409 | DO THI TUAN VAN | 0975.051418 |IN
10 12A10 | NGUYEN THI NGQC HUONG | HOA 0772.686.570 | TN ]
(11 12A11 | NGUYEN THI THANH HUONG HOA 0915865568 | TN |
\Ll]23 llléilli 11 :gtm N HUYNHTRUNGTIN _[SINH | 0918.802.589 | IN |
) THI VINII DUY ) VAN Tt 0936. ()’I 7()l TN ol




f ~~~~~ PG AP 0D DA 25

e B Phu luc 03 & ) ;
Quyet dinh SOAL/QOD-THPT TOB ngay 5 thang 9 nam 2024 cua Hiéu truong Truong
THPT Ta Quang Biru)

BANG PHAN CONG NHIEM VU TO TRUONG, TO PHO
NAM HOC: 2024 - 2025

STT HQ VA TEN TO CHUC VU

I~ | Bui Dang Hiéu Toén Té truong td Toan;

2. | Pham Thj Kim Cuc Ly Té truong t6 Ly

3. | Tran Hanh Hoéa Tb trudng to Hoa;

4. | Lang Thi Anh Neuyét Sinh T4 trudng t6 Sinh;

5. | Nguyén Thi Ngoc Lan Vin Té trudng td Vin;

6. Nguyén Thi Quynh Hoa Su Tb truong to Sur;

7. | Huynh Thi T4 Anh Dia Té truong to Pia;

8. | Lwong Hai Huy GDKT& PL T4 truong t6 GDKT& PL;
9. | Nguyén Phuong Thiy Anh vin T4 truong td Anh vin;

10. | Nguyén Hoang Lan GDTC_GDQP&AN Té truong t&6 GDTC_GDQP&AN;
I1. | Nguyén Duc Minh Cong Nghé T6 truong to Cong Nghé;
12. | Hira Minh Tuan Tin hoc T4 trudng to Tin hoc;

13. | LéThjLan Toan T4 phé t6 Toan;

4. | Trin An Khang Ly g T pho 16 Ly;

15. | Nguyén Thj Thiy Lan | Hoa T4 pho & Hoa;

16. | L& Thi Thu Ha Anh van TH ph6 Anh vin;

17. | Nguyén Kim Vui Vin Té pho té Vin;

18. | Hb Viét Tuédn TD_ GDQP&AN T6 phé t0 TD_ GDQP&AN;

Danh sach ¢6 18 nguoi.



