SO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH _ Poc 1ap — Ty do — Hanh phiic
TRUOGNG TRUNG HQC PHO THONG
TRAN HUU TRANG

Ké hoach lam viéc
cia T6 Vian Phong
Tiwr ngay 25/10 dén ngay 30/10/2021

1. Cong tac thwong xuyén
Thay Huynh Thai Dwong -TTVP:
- Lap k& hoach hoat dong ciia t6 vin phong;
- Quéanli chung cac mang cong vigc t6 van phong;
- Céc cong viéc lién quan phin mém trudng hoc. :
Thay Ting Anh Tuin — giao vu: P

- Cong tac hoc vu, tra hd so hoc sinh; /50 -

- Cong tac chuyén truong; =/ TRU

- Ho6 so hoc sinh 16p 10. ( ('ggf‘&”}%
Co Pam Bich Vﬁ!l — ke toan: AL \

" Cong tac ke toan, kiém tra, giam sat cac khodn thu chi; Q[}\i\:

- Thiét lap cac loai hd so sb sach lién quan den cong tac ke toan;
- Phén tich s liéu, tham muu dé xuit giai quyét cac yéu cau;
Cb V& Thi Xuan Yén — vin thw, thi quy
- Tiép nhan van ban dén, chuyén van ban cho bd phén c6 lién quan;
- Trinh ky, phat hanh, luu tri, ra ctru van ban khi can;
- Photo hoc ba hoc sinh, hd tro scan vin ban;
- Soan thao véan ban theo yéu ciu cta Ban lanh dao;
- Thu tién bao hiém;
- Nhap sd quy;
- Lap danh sach céc khoan thu, chi;
- Tbng két thu chi.
Thay Phan Quéc Cuong — quan li hoc sinh
- Cong tac quan li hoe sinh;
- Quan li s6 dau bai, don xin phép hoc sinh.
Thay Ting Tuin Pat — quan li hoc sinh, sira chira nhé
- Cong tac quan li hoc sinh;
- Quan li s6 du bai, don xin phép hoc sinh;
- Cong tac stra chita nho.
Cb Lé Thanh Thiy — thw vién, thiét bi
- Sép xép, bao quan céc thiét bi, thiét 1ap cac hd so s6 sach ciia phong thiét b
theo su phan cong;
- Cap nhat diy du theo yéu cau ciia cac loai hd so sb sach.

1



- V& sinh san truong;
- Don dep khu vyc van phong, cac khu vuc 16p hoc.
Co6 Bui Thi Mai — phuc vu:
- V¢ sinh san trudong;
- Don dep khu vyc vin phong, cac khu vuc 16p hoc.
C6 Nguyén Thi Thanh Thanh — tham van hoc dwong
- Cong tac Tham van hoc dudng.
Thay Pham Trong Huynh — H tro tin hoc héa cac cong viéc nha truong
- Thiét ké phan mém hd trg ban dong phuc;

Hb tro day — hoc online.

C6 Nguyén Phwrong Mai — quan tri Website
Céap nhat tin tirc, ndi dung, ke hoach, lich cong dang website truong kip

thoi;
Ho trg day — hoc online.

Chii Nguyén Vin Ut — bao vé, sira chira nhé

Cong tac sira chita nho.

2. Cong tac khac dwge phan cong

theo lich sau tir 25/10 dén 29/10:

- Cong tac bao v&, tiép dén phu huynh lién hé cong tac

Céc thanh vién t6 vin phong thuc hién thém céc cong viéc duoc phan cong

Ngay Cong viéc Phén cong Ghi chui
Thir hai | - Sip xép co s& vét cht trong | - Thiy Duong, Thay Cuong,
25/10 | khu vin phong Thay Pat, C6 Sau, C6 Thuy
- Dén bang tén cac phong ban | - Thay Pat, Thay Cuong
khu van phong
- Théng ké co s vat chét cac
16p
- Sip xép khu 1am viéc phong | - Thay Duong, Thay Cudng,
QLHS, K& toan, Gi4o vy, Vin Thﬁy Pat
thu.
- Céng tac tiép nhén, thng ké | - C6 Thanh, C6 Sau, C6 Thuy
ddng phuc
- X4c nhén hoc sinh cho Ban | - Thiy Tuén
chi huy Quén sy
- Bao cao du toan 2022 1én Sé, | - C6 Van
cong khai tai chinh
Thit ba | - Sap xép co s& vat chat khu - Thay Duong, Thay Cudng,
26/10 | vuc van phong Thay Pat, C6 Sau, C6 Thuy
- Pt decal dan tén 16p - Thay Dwong
- Don rira, sip xép bon cdu cii | - C6 Sau, C6 Thity
- V& sinh bang tén cac 16p -Thay Cuong, Thay Dat
- Lép kinh phong Hiéu truéng | -Thay Dat
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Ngay Cong viéc Phan cong Ghi chu
- Théng ké don hang mua dong | - C6 Thanh, C6 Sau, C6 Thuy
phuc
- Théng ké danh sach HS np | - C6 Van
BHYT, BHTN

Thit tw | - Dan phiéu danh s thir ty may | - Thay Dat, Thay Cuong

27/10 | lanh.

- Théng ké quan li van phong | - C6 Yén

pham.

- K& hoach ndp hd so hoc sinh | - Thay Tuén, Thay Dwong
khéi 10

-Tinh lvong T10 - C6 Van

(NVHD)+luong T11 (NVBC)

- Kiém tra phong vé sinh cac - Thay Pat, Thiy Cudng
tang, son ctra phong vé sinh

trét, 1

Thi¢ | - Dén tén phong hoc cac 16p - Thay Cudng, Thiy Dat

niam | - Di nep mang phong QLHS - Thay Pat, Cha Ut

28/10 | - Pong bang phan cong phong | - Thay Pat, Thiy Cudng
QLHS
- Théng ké quan li vian phong | - C6 Yén
phim
- Lam hé so PCTN nha gido -C6 Van
- B4o c4o tinh hinh mua sim | - C6 Van
thiét bi
- Son cira phong vé sinh 1au 2, | - Thay Cudng, Thay Dat
3

Thit 6 |- Cong tac ban dong phuc hoc | - C6 Thanh, Thay Duong, Thay

29/10 | sinh Cuong, Thay Pat, C6 Sau, Cb

Thuy, Cha Ut
- Sap xép chuén bj khu vuc - Thay Cuong, Thay Pat, Co
nhén hd so hoc sinh khéi 10 S4u, C6 Thuy
- Cong tac chuén bi ho so tiép - Thay Tuén, Thiy Dwong
nhén hd so hoc sinh 10
- Son cira phong vé sinh liu4 | - Thiay Cuong, Thiy Dat

Nguoi lam ké hoach
TTVP
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Huynh Thai Dwong
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