TO VAN PHONG

1. Khai quat chung

T6 Van phong 1a mot bo phan khong thé thiéu trong co cau té chac cia trudng THPT Phudc Kién,
dam nhan vai trd hd trg hanh chinh, hau can va diéu phdi cac hoat dong noi bo. Vé6i phuong cham
"Chuyén nghiép — Hiéu qua — Tan tam", T6 Van phong ludn 1a hau phuong vitng chéc, gop phan vao su
phat trién chung cua nha truong.

2. Co ciu té chic
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Thanh vién té Vin phong nim hoc 2024-2025

T6 Van phong duoc to chic vao nhing ngay thang dau tién thanh lap truong THPT Phudc Kién
nam 2010 va dén thoi diém hién tai c6 14 thanh vién, bao gom:
- Ban lanh dao:
o Thay Lé Trong Nghia
o Thay Ngd Huy Tuan
o CO6 Tran Thi Thu Tram
- T6 truong: ¢d Huynh Nhat Khanh.
- Céc thanh vién:
Hoc vu: Thay Nguyén Vin Binh
Ké toan: C6 Poan Thi Tuyét Lan
Y té: Co L& Thi Hong Ngoc
Vin thu: Thay V6 Van Cam
Phuc vu:
= Ngd Thi Tuyét Minh
= Nguyén Thi Kim Loan
= Piang Hong Cam
= Pang Thi Tinh
o Bao Vvé:
= Phan Qudc Thing
= Nguyén Vin Manh
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MJi thanh vién trong t6 déu c6 trinh d6 chuyén mon, tinh than trach nhiém va ludn hoan thanh
nhiém vu duoc giao mot cach tot nhat.

3. Chire nang, nhiém vu
T6 Vian phong dam nhiém nhiéu cong viéc quan trong nhu:

- H0 tro cong tac hanh chinh nhu huéng dan giéo vién, hoc sinh thi tuc hé so cac ky thi tuyén
sinh 10, thi t6t nghiép 12 ... (bd phan hoc vu).

- Quan Iy hd so, cong vin di — dén va luu trix hd so (bd phan van thu).

- Tham muu va phuc vu c6ng tac t6 chic cac cudc hop, hoi nghi, thuc hién cong tac 12 tan, sap
xép, don dep... (b6 phan phuc vu).

- Bao quan, sita chira co so Vat chét, thiét bi vin phong (bo phan bao vé)
- Thuc hién céc cong tac tong hop, bao co dinh ky (tat ca thanh vién dwgc phan cong).

- Phéi hop vai céc to, bo phan khac dé dam bao hoat dong thdng suét (tat ca thanh vién to).

4. Thanh tich dat dwgc
Trong thoi gian qua, T6 Vian phong da dat duoc nhiéu thanh tich dang ghi nhan nhu:

- Hoan thanh tét cong tac phuc vu té chire cac ngay L&, Hoi, su kién, hoi hop 16n nho
trong nha truong.

Hé tro' Lé tot nghiép, trrong thanh va tri an cia hec sinh khéi 12 hang nim



- DPam bao cong tac hanh chinh van hanh tron tru, hiéu qua, thuc hién quy ché tiép cong dan,
cong khai lich tiép cong dan trén bang tin phong hoc vu va Cong thong tin dién tir nha truong.
- Nhiéu ca nhan trong t6 duoc khen thudng vi thanh tich xuét sic:
e Co L& Thi Hong Ngoc c6 bang khen vé van dong 100% tham gia Bao hiém y té.
e Thay V& Vian Cam tham gia cac giai thi dau thé thao cap trudng, trong cum, trong nganh
giao duc va tai dia phuong.
e Thay Nguyén Vin Binh huin luyén hoc sinh thi dau giai bong chuyén dat thanh tich cao
nhiéu nam lién.
e Bao vé Nguyén Vian Mianh: Sira chita, bao tri, van hanh co s& vat chat, thiét bi dung chung
ctia nha trudng va caa 16p hoc hiéu qua dugc nha treong va Thay/Co tin tudng.
e C6 Huynh Nhat Khanh duoc nhan bang khen trong cong tac cong doan xuat sic.

5. Pinh hwéng trong thoi gian

T6 Vin phong tiép tuc nang cao chat lwong phuc vy, diy manh wng dung cong nghé thong tin vao
cong tac quan 1y va diéu hanh. Pong thoi, khéng nging trau ddi ki ning chuyén méon dé dap ung tot
hon yéu cau cng viéc trong thoi ky doi méi.

6. Loi két

Vi tinh than trach nhiém va sy doan két, T6 Vian phong cam két ludn 1a diém tya tin cay, gop phan
xay dung truong THPT Phuéc Kién ngay cang virng manh va phat trién bén viing.



