PHONG GD&PT HUYEN DIEN BIEN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG MN XA NOONG HET DPic 1ap - Ty do - Hanh phic

8é: FHQD-ATTebN Noong Het, ngay 01 thang 8 nam 2023

QUYET DPINH
V/v Phén cong nhi¢m vu cho cin b§, gido vién, nhéin vién nim hoc 2023-2024
trwdng Mam non xi Noong Het

HIEU TRUONG TRUONG MAM NON XA NOONG HET

Can cir Thong tu s6 52/2020/TT-BGDDT ngay 31/12/2020 Ban hanh diéu 1§
trudng Mam non; quy dinh vé chirc nang, nhiém vy, quyen han cua hiéu truong
trudong mam non;

~ Cancua Quyét dinh s6 1719/QD-UBND ngay 06/7/2023 Quyét dinh Vé viéc giao
s6 16p, sb hoc sinh; sé lugng ngudi lam viée cho céc don vi trudng hoc thude huyén
Dién Bién nam hoc 2023-2024;

Can cir vao ké hoach nhiém vu nam hoc 2023-2024 cua trudng Mam non xi

Noong Het — Huyén Dién Bién;

Can cu vao tinh hinh thuc té can b, gido vién, nhan vién cia truong nam hoc
2023-2024:

QUYET PINH:

Piéu 1: Phan cong nhiém vu, quyen han, thuc hién cdc cong viéc cu thé cua
can bd, gido vién, nhan vién trudng Mam non xa Noong Het — Huyén Dién Bién.

( C6 bang phan céng kem theo)

Piéu 2: Can cr vao nhiém vu céng tac dugc phén cong cdc can by, gido vién,
nhan vién thudc truong Mam non xi Noong Het c6 trach nhiém, thuc hi¢n va hoan
thanh cac quy dinh, ké hoach va nhiém vu cia nha trudng di xdy dung va chiu
trach nhiém védi nhiém vu dugc giao.

Diéu 3: Quyet dinh c6 hiéu luc ké tir ngay ky; cdc can b, gido vién , nhan
vién truong Mam non Noong Het c6 tén trong danh sach ghi tai diéu 1 chiu trach
nhiém thi hanh quyét dinh nay./.

Noi nhin:

- Phong GD&DT Huyén Di¢n bién(B/c)
- Nhu diéu 3(dé thyc hién)
- Luu Nha trudng
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DANH SACH

ig nhi¢m v, quyén han va thye hién cdc cong vu;c cu thé ciia can b
'nhan vién nim hoac: 2023-2024 cia trer’ng Mam non Noong Het
ém theo quyét dinh so  S6:.57/QD-HTTrMN ngay 01 thdang 8 nam 2023)

I. Ban giam hi¢u
1. Ba: Vii Thi Mai Thanh — Bi thu chi by - Hi¢u trudng
- Phy trach chi dao diéu hanh chung céc hoat dong cua trudng theo ding

chirc ndng nhiém vu theo quy dinh.
- Bi thu chi b phu trach cong tac Dang. :
- Thuc hién cac nhiém vu quan ly cén bg, gidgo vién, nhan vién theo quy dinh

ctia phép luat ; T6 chure thye. hién quy ché dan chl ¢ co s&; thuc hién xi héi hoa
gido duc; phdi h(yp to chire, huy dng cdc lyc lugng xa hoi cung tham gia hoat dong
gido duc, thuc hién quy tic ng xur ctia cdn bd quan ly theo quy dinh;

- Tham gia qua trinh tuyén dung, thuyén chuyén gido vién, giGi thiéu nhan su

dé bd nhiém phé hiéu trudng.
- Quan ly va sir dung c6 hiéu qua cac ngudn tai chinh, tai san cta nha truong.

- Xay dung ké hoach phat trnen nha truong, Xay dung chuorng trinh gido
duc nha truong, bdi dudng phat trién ning luc nghé nghiép cho gido vién, nhén
vién;
- Tiép nhén tré em, quan ly tré em va to chirc cac hoat dong nuéi dudng,
chdm séc, gido dyc tré em cua nha truong;

- Truc tiép quan ly diéu hanh cong téc té chiic cén b, cong tac thi dua, khen
thuéng, ky luat, thanh kiém tra cac hoat dong nha truong.

- Chi dao cong tac phd cap; Xay dung truong chuan Qudc Gia; Cong tac kiém
dinh chét lugng gido duc, Truong chuén quoc gia

- Day 2h/Itun tai 16p MG Lén — Sinh hoat chuyén mén tai t6 mau gido Lén -
Nha tré. truc truong ngay thir 2 hang tudn.

2. Ba: Ha Thi Thuy — Pho hiéu truong

- Chiju trach nhiém diéu hanh cong viéc do hiéu truéng phan céng; thuc hién
quy tic ung XU cua can bd quan ly theo quy dinh.

- Piéu hanh hoat dong ciia nha truong khi dugc hiéu trudng Gy quyén.

- Phu trach chuyén mén chung cua nha trudng - Chi dao chuyén mén té mau
gidao Ldon- Nha tré

- Phuy trach, tham muu thue hién hoat dong phong trdo, trai nghi¢m, cac héi
thi cta cd, tré, cong tac khuyen hoc; phu trach cdc ngay hoi, ng"ly 1& trong nam;

- Phy trach, tham muu céng tac kiém dinh chat luong gido duc, trudng chuan
quoc gia.
- Phu trach xay dung truong than thi¢n, hoc sinh tich cyc, cdng tac Boi
dudng thuong xuyén, cong tac Y té truong hoc

- Céac hoat dong UDCNTT, quan ly cdc trang wed
- Theo d6i HSCV lam bdo céo theo linh vyc, chuyén mén phy trach va céc

béo céo khéc. %
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- Phu trach, tham muu céng tac thi dua, khen thudng. Péanh gia chuén hiéu trudng,
pho hiéu trudng, gido vién.

- Phu tréch cong tac chuyén di s, phan mém quan 1y vién chirc, phin mém co s&
giir liéu.

- Phy trach cong tac kiém tra ndi b cta td khdi phu trach.

- Tham muu x4y dyung ké hoach va cac n6i dung thugc chuyén mén linh vuc
phu trach.

- Day 4h/tuan l6p MG Lén - Sinh hoat chuyén mén tai to chuyén mén phy trich,
truc trudng ngay thir 4, thi 6 hang tuan.

- Phu trach khu trung tam.

3. Ba: Lo Thi Phuwong — Pho hi¢u truong

- Chiu trach nhiém diéu hanh céng viéc do hiéu truong phén cong; thuc hign
quy tic Ung XU cua can bd quan ly theo quy dinh.

- Diéu hanh hoat dong ciia nha trudng khi dugc hiéu truéng uy quyen

- Phy trach tham muu, quén ly co s¢ vat chét, lao dong vé sinh, cong tac cham
soc nudi dudng tré, trang tri khanh tiét cac hoi nghi, 1€, hoi.... .

- Phu trach, Kiém tra gidm sat cong téc ban tra; Theo ddi stre khée tre, phu
trach v¢ sinh an toan thuc phdm, cong tac v¢ sinh toan trudng, kiém tra an toan vé
sinh thuc phdm, luu méu thirc dn hang ngay.

- Phu trach cong tac Phong chay chira chay. truong hoc an toan phong chéng
tai nan thuong tich, phu trach hoat dong cac phong nghé thudt, thé chat, Kidsmart;

- Phy trach, tham muu thyc hig¢n phu trach phin mém cong tac thong ké, pho
cap gido duc mam non cho tré em 5 tudi; - Phuy trach chi dao to chuyén moén mau
gido Nh& + bé. Day 4/tuan 16p MG nh& - Sinh hoat chuyén mon tai to mau gido
Nh& + bé.. Tryc trudong ngay thu 3, thir 5 hang tuan.

- Phu trach, tham muu cdng tac phéap ché, khuyén hoc ciia trudng,

- Theo déi HSCV. Thuc hién hé thong bao cdo thang va céac bao cao theo linh
vuc phu trach, cac bao cao khac.

- Phu trach, tham muu Ho so kiém tra ndi b nha trudng.

- Tham muu xay dung ké hoachva céac ndi dung thudc chuyén mon linh vue
phu trach.

- Phu trach céc hoat dong khu B

II. Giao vien, nhan vién

1. P/c Hiic Thi Hwong Ly - Thu Ky Truong

bung 16p MG Lon Al, lorp don, dia diém trung tdm, tong sé hoc sinh: 27
tré, thuc hién tot cong tac cham soc giao duc tré; thuc hién cac nhiém vu khac theo
su phin cong cua nha trudng.

2. P/c Vii Thi Bién

bung 16p MG lon Al, lorp don, dia diém trung tdm, tong s hoc sinh: 27 tré,
thuc hién tdt cong tac chim séc gido duc tré, lam cdng tac chi nhiém 1ép; Pho bi
thu chi bd, chi nhiém 16p. Thye hién cac nhiém vu khéac theo sy phan cong ctia nha

truong. W

Scanned with CamScanner


https://v3.camscanner.com/user/download

3. P/c Lwong Nim Thém
Ping lorp MG Lén A2, 16p don, dia diém trung tam, tdng s6 hoc sinh: 27
tré, thuc hién tdt cong tac cham soc gido duc tré, chi nhiém 16p. Thyc hién cac
nhiém vu khéc theo su phdn cong cua nha truong
4. P/c Tran Thj Binh - To truéng td Lon — Nha tré
Pimg 16p MG 16n A2, 16p don, dia diém trung tam, tong so hoc sinh: 27 tré,
lam cong tdc chiam soc gido duc tré; Thyc hién céc nhi¢m vu khéac theo sy phan
cong cua nha truong
5.P/c Nguyen Thl Oanh
Pung 16p mau glao Nh& B1, 16p don, tai diém truong trung tam, tong sé hoc
sinh: 25 tré, thuc hién tot cong tac chim s6¢ gido dyc tré, chu nhi¢m 16p. Thuc
hién cac nhiém vy khéc theo sy phin cong cua nha truong.
6. D/c Diang Thj Bich Ngoc - To pho to6 Nho- Bé
Dung 16p MG nhd B, 16p don, tai diém trung tam, tong sé hoc sinh: 25 tré,
thuc hién tot cong tac cham séc gido duc tré; Thyc hign cac nhi¢m vy khac theo su
phéan cong cua nha truong.
7. D/c Hoang Thi Ha ‘
bung 16p mau giao Nho B2, 16p don, dia diém trung tam, téng sé hoc sinh:
25 tré, thuc hién tét cong tac cham soc gido duc tré, chi nhiém Iép , Bi thu Doan -
Thu kho . Thuc hién cac nhiém vu khac theo su phan cong cua nha truong.
8. D/c Lé Thi Loan - Thu Quy
Pung 16p mau gido Nhd B2, 16p don, dia diém trung tdm, tdng sé hoc sinh:
25 tré, thuc hién tét cong tac chim séc gido duc tré. Thuc hién cdc nhi¢ém vu khac
theo su phdn cong cua nha truong.
9. B/c Pham Thi Phuong- T truéng to Nhi - Bé
bung l6p mau gido Nha B3, 16p don, dia diém trung tam, tong s6 hoc sinh:
25 tré, thuc hién tét cong tac cham séc gido duc tré, chi nhiém 16p. Thuc hién cac
nhiém vu khéc theo su phan cong cia nha truong.
10.D/c Nguyen Thi Yén
Bing 16p mau gido Nho B3, 1op don, dia diém trung tam, tong sd hgc sinh:
25 tré, thuc hién tdt cong tac cham soc gido duc tré, chi nhiém 16p. Thuc hién cac
nhiém vu khéc theo sy phan cong clia nha truong.
11. D/c Phan Thi Thuay
Bimg 16p MG B¢ Cl 16p don, tai diém truong Khu B, tong sé hoc sinh: 35
tré, thuc hién tot cong tac cham séc gido duc tré; Kiém nghiém cdng tac hd trg Phé
cap. Thuc hién cac nhiém vu khéc theo su phéan cdng cua nha truong.
12. P/c Vii Thi Tam
bimg 16p MG Bé Cl lop don, tai diém truong Khu B, téng s6 hoc sinh: 35
tré, thuc hién tdt cong tac chim séc gido dyc tré; chi nhiém 16p. Thuce hién cac
nhiém vu khac theo sy phan cong cua nha truong,.
13. B/c Ha Minh Hué
Puing 16p mau gido Bé C2, 16p don, tai diém trudong khu B, tong s0 hoc sinh:
36 tré, thuc hién tét cong tac chim séc gido duc tré; chii nhiém 16p. Thuc hign cic
nhiém vu khac theo sy phan cong ctia nha tru'(‘)'ng.'zj/
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14. D/c Tran Th; Len

DPung lép mau gido Bé C2, 16p don, tai diém truong khu B, tdng s6 hoc sinh:
36 tré, thyuc hién tdt cong tac cham soéc gido duc tré; Thyuc hi¢n céc nhiém vy khac
theo sy phdn c¢ong cua nha tr ucmg Trudng ban thanh tra nhan dan.

15. P/c Pham Thanh Huyen

Pimg 16p Nha tré D1, diém truong khu B; tong s6 hoc sinh: 21 tré, thyuc hién
tdt cong tac cham séc gido duc tré; Thyc hién céc nhiém vy khéc theo sur phan cong
cia nha truong.

16. P/c Lé Thj Tuyét

Pimg 16p Nha tré D1, diém trudng khu B; téng s6 hoc sinh: 21 tré, thyc hién
tt cong tac cham séc gido duc tré; chi nhiém 16p. Thyc hién cdc nhiém vu khic
theo sy phan cong cua nha truong.

17. B/c Luong Thj Ngén:

Pung 16p Nha tré D2, diém truong khu B; téng sb hoc sinh: 21 tré, thyuc hién
tt cong tc cham soc gido dyc tré; lam cong tac cht nhi¢m 16p. Thyc hién cac
nhiém vu khac theo sy phan cong cua nha truong

18. P/c Vii Thj Tuyét Lién- To phé to Lén - Nha tré

Pung 16p Nha tré D2, diém truong khu B; tong s6 hoc sinh: 21 tré, thuc hién
tot cong tac chdm soc gido duc tré. Thuc hién céc nhiém vy khac theo su phédn cong
cua nha truong.

19. P/c Nguyén Thi Thanh Huyen

Bung 16p nha tré D3, dia diém diém truong khu B, téng s6 hoc sinh: 22 tre,
thuc hién tot cong tac chim séc gido duc tré; chu nhiém 16p. Thuc hién céc nhi¢m
vu khéc theo su phén cong cua nha truong.

20. P/c Quang Thi Hong Nhung

Dumng 16p nha tré D3, dia diém diém truong khu B, téng s6 hoc sinh: 22 tré,
thuc hién t6t cong tac chdm séc gido duc tré. Thyuc hién cac nhiém vu khéc theo su
phén cong cua nha truong.

21. P/c Tran Thi My,

Dung 16p nha tré D4, dia diém diém truong khu B tong s6 hoc sinh: 21 tré,
thuc hién tot cdng tdc chdm séc gido duc tré; Chi nhiém 16p. Thyc hign cac nhi¢m
vu khac theo sy phén cong cua nha truong.

22. P/c Nguyén Thi Hién

Dung |6p nha tré D4, dja diém diém truong khu B, tong s6 hoc sinh: 21 tré,
thuc hién tot cong tac cham séc gido dyc tré. Thyc hién cac nhi¢m vy khac theo su
phéan cong cua nha truong

23. P/c Nguyén Thi Hong Vén

Thuc hién dung chuyén mén, nghiép vu cong tac tai chinh, ké toan va 1 sb
cong viéc dugc glao theo ké hoach va sy phan cong clia Hiéu trudng;

24. Nguyén Xuin Thirc - Bio vé.

Béo vé toan bd co sd vat chit trang thiét bi cua nha trudong, thuc hi¢n cong
tac phong chay chira chay, thyc hién mot s6 nhiém vu khi hiéu trudng phan cong.
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