SG GD&PT LONG AN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT CAN PUGC Pjc 1ip — Ty do — Hanh phiic

Cdn Dudc, ngay 01 thdng 9 ndm 2023

PHAN CONG NHIEM VU HIEU TRUGNG, CAC PHO HIEU TRUONG
TRUONG THPT CAN PUGC
(Ban hanh kém theo Quyét dinh s6 142 /QD-THPT ngay 01 thdng 9 ndm 2023)

I. QUY PINH VE NGUYEN TAC CHUNG
1. Vigc lanh dao, quén ly va didu hanh moi hoat dong cia nha trub’ng tuyét d6i
tuan tht Didu 18 truong THCS, THPT va truong phd théng c6 nhiéu cép hoc (Thong tur
s8: 32/2020/TT-BGDDT ngay 15/9/2010 ciia B truedng By Gido duc va Dao tao) va the /
Quy ché 1am viéc cia nha trudng. 2UNGHOC
2. Ph6 hiu trudng duge phan cong linh virc nao thi chi dong cin cur nh1¢m vuJ \CANI
nim hoc, tinh hinh nha trudng dé x4y dyng ké hoach nim, thang, tudn cho tirng mit cong N o\
tac trinh Higu truéng phé duyét va chiu trach nhiém chinh linh vire d6; tryc tlep chi dao
viéc td chirc thyc hién, kiém tra, gidm sat dé dat dugc hi¢u qua cao nhét va giai dap céc
vén d lién quan cia gido vién, nhan vién va hoc sinh. Pinh ki hang thang bao cdo Hiéu
truomg két qua thyc hién ké hoach d3 d& ra (truéc ngiy 25 hang thang).
3. Hb so thudc Iinh vyc nao, do ngudi duge phén cong linh vyrc d6 thiét 14p, bao
quan, luu trit theo quy dinh. Khi c6 kiém tra clia cép trén, phai c6 dii hd so theo quy dinh.
4. Trong qua trinh lanh dao, quén ly, diéu hanh nha trudng, Hidu truéng va cic
Ph6 Hiéu truéng phai c6 sy phdi hgp chit chg dam bao tinh théng nht; phat huy tinh
sang tao, chi dong ctia c4 nhan dé thyc hién tdt cac ké hoach, nhi¢m vy dugc giao.
5. Ché d bao céo:
- Hang tufin hop 14nh dao vao ngdy thir hai, cic Phé Hiéu trudng béo co véi Hiéu
truong nhitng phén viéc da thyc hién, ban bac théng nhit thyc hién céc cong viéc tudn
mdi;
- Cdc Ph6 Higu trudng phai xin y kién Hiéu trudng khi giai quyét cdc sy viée dot
xudt; phai bdo c4o diy du tinh thin noi dung cudc hop dugc Hiéu trudng Uy nhiém sau
khi di dy hop vé dén co quan;
- Céc PP() Hiéu truéng phai béo truée Hidu trudng Iy do ving cong tic & co quan.
IL. PHAN CONG NHIEM VU CU THE
1. Hi¢u truéng Nguyén Tuin Huy:



& Gi4o dyc - Do tao, Huyén ity va UBND huyén vé 1anh
dao, diéu hanh céng viéc chung cla trudng.

Phuy trach céc ndi dung, linh vyre cong tac sau:

1.1. TS chic bd may nha trudng

- Didu hanh toan bd cong viéc va hoat dong cuia nha truong. Quyét dinh moi mjt
vé t§ chirc va hoat dong ciia nha trudng;

- Phan cong nhiém vy cac Phé Hi¢u trudng. B nhiém T4 truéng, T6 phé, Khéi
truéng Chi nhiém, Gido vién chu nhiém, gido vién b mon...

- Thanh 14p c4c hdi ddng, céc td chuyén mén, cic ban. Xdy dyng quy ché hoat
dong nha trudng;

- Chi dao hoat dong d6i ngoai, cong tic giao luu cia nha trudng véi cac trudng
ban. :
1.2. Quan ly hanh chinh, tai chinh, tai sin cia nha truéng
- Quan Iy ché d6 sinh hoat, hoi hop ciia gido vién, nhéan vién va hoc sinh;

- Chi dao cong tac d6i ngoai, hop tic gido duc;

- Chi dao 13p dy toan va quyét toan chi thu hang nim;

- Quan ly céc loai kinh phi, cic loai qu§ theo qui dinh;

- X4y dyng qui ché chi tiéu ndi bo;

- Quan Iy viéc t6 chire thyre hién céc khoan thu, chi ding qui dijnh.

- Chi dao quan ly co s& vit chét, thiét bj, tai san nha trudng va canh quan méi
trudng.

- Chi dao thyc hién kiém ké tai san, thiét bj hang nam;

1.3. Xay dung ké hoach va tb chirc thyc hién nhiém vy nim hoc

- L4p ké hoach hang nim, ké hoach hang thang, lich cong tic hing tuin thyc hién
c4c hoat dong gido duc ciia nha truong theo diing huéng din nhiém vy ndm hoc...

- Chi dao viéc td chirc day-hoc.

- Chi dao thyrc hién cong tic kiém tra ndi bd

- Chi dao thyc hi¢n cong tic thi dua khen thudng

- T8 chirc bbi dudng néng cao trinh 49 cho gido vién, nhan vién;

- Phy tréch t§ Vin phong, 8 chi nhiém, Ban CNTT, Ban mua sim va sira chita.

- Phéi hep cong tdc v6i td chirc Cong Poan, Poan thanh nién, Ban dai di¢n
CMHS, H¢i khuyén hoc, Hoi chir thap do.

2. Phé6 Hi¢u trwéng — Ha Minh Tén

- Tham muu cho Higu trudng chi dao thyc hién dung c4c qui ché, chi thi, qui djnh
va céc vin ban vé hoat dong chuyén mén ciia cc mén;

- Tham muu cho Hiu truéng vé chuong trinh va phén cong giang day cua gido
vién, xép thoi khoa bidu. ké hoach giang day; ké hoach bdi dudng hoc sinh gioi cdc cdp




va céc Iinh v, k& hoach phy dao hoc sinh yéu; ké hoach thi TN THPT; day thém hoc
thém;

- Tham muu cho Hiéu trudng vé viéc thanh 14p d%i ngil gido vién bdi dudng cac
d5i tuyén hoc sinh gidi;

- Tham muu cho Hi¢u truong vé cong tac kiém tra d4nh gi clia trubng (t6 chirc ra
3 kiém tra, kiém tra va theo doi diém sb va tién do cdp nhét didm s6 trén sb diém dién
tir, hoc ba); :

- Tham muru k& hoach bdi dudng thudng xuyén, tap huan;

- Tham muu cho Hiéu truéng nhitng hoat dong d6i ngoai, giao luu véi cic trudng
ban;

- Tham muu Hiéu trudng thyc hién bo cdo hoat dgng ciia nha trudng vé S& Gido
duc va Dio tao theo quy dinh (chuyén moén, ,...);

- Tham muu cho Hiéu trudng nhitng hoat dong dbi ngoai, giao luu véi céc trudng
ban; N

- Kiém tra hoat dong t6 chuyén mén (hd so chuyén mon cua gido vién va tb o
chuyén mdn, viéc thyc hién sir dung d6 ding thiét bj day hoc va thi nghi¢m, thyc hién, )
thyuc hién sinh hoat chuyén dé,...);

- Kiém tra, tdng hop sb liéu lién quan dén tang gio cia gido vién, phy cép gido
vién GDTC va GDQP trong nim hoc;

- Ky duyét ké& hoach day hoc ciia céc td chuyén mén; Kiém va ky Sé dau bai hang
tuln;

- Phy trach td chic céc hdi thi clp trudmg vé chuyén mén cho Gido vién va hoc

sinh;
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- Phy trich va theo ddi cong tic nén nép day cia gido vién;

- Phy trach thyc hién hd so thi TN THPT;

- Phu tréch tb tu vin hoc dudng;

- Tham gia vao cic Ban chi dao, Hji dﬁ‘)ng trong nha trudong (theo quyét dinh
riéng);

- Nhitng cbng tac dot xuét khac do Hiéu trudng phén cong.

3. Ph6 Hi¢u truwdng — Vo Chi Thanh

- Tham muu cho Hiéu trudng chi dao thyc hién diing cdc qui ché, chi thi, qui dinh
va c4c vin ban v& Quan li co s& v4t chét;

- Tham muu cho Hiéu truéng vé ké hoach quéan i CSVC, mua sim va stra chita,
kiém keé ti sén, tuyén sinh ddu cép, td chirc 16p hoc..



- Tham muu cho Hiéu truéng céng téc khéo thi: td chtre thi TS10, HSG cép tinh,

<R
Kiém tra thudng xuyén va dinh ki; kidm dinh chit lugng;...

- Tham muu cho Hi¢u trudng nhirng hoat dong d6i ngoai, giao luu véi céc trudng
ban; ‘

- Tham muu Hi¢u trudng thyc hién béo cédo hoat dong clia nha trudng vé S& Gido
duc va Dao tao theo quy djnh (CSVC, tuyén sinh, ...);

- Kiém tra va theo ddi sT sb hoc sinh, hoc sinh nghi hoc, chuyén di, chuyén dén
trong nidm hoc; cdp nhat dir lidu sb ding b, hd so hoc sinh trén phe“m mém
qlgd.longan.edu.vn;

- Phu trach td chic cac hdi thi phong trao TDTT- ANQP, Vin ngh¢ cho hgc sinh;

- Phy trach va theo ddi chét lwgng hoc clia hoc sinh nha trudng tham muu bién
phép nang cao chit lugng hoc ciia hocsinh;

- Phy trach t§ chu nhiém, t5 phd bién phap luit, Ban ANTT, t§ PCCC, Ban
khuyén hoc, Hoi chir thap do;

- Phu trach cong tdc phong chéng thubc 14 clia trudng;

- Phy tréch céng tic hoc sinh sinh vién, cong tic thanh nién (phéi hgp doan thanh
nién);

- Tham gia vao c4c Ban chi dao, Hbi dbng trong nha trudng (theo quyét dinh
riéng);

- Nhitng cong téc dot xuit khac do Hiéu truéng phan cong.

III. TO CHUC THY'C HIEN

Hiu trudng, cac Phé Higu trudng, gido vién, nhin vién va hoc sinh nha trudng
cin cir chirc trich nhiém vy vé cong tac, hoc tip dugc giao, ¢ trich nhiém thyc hién
nghiém ndi dung quy dinh nay./.

HIEU TRUONG



