. PHONG GD&PT HUYEN PIEN BIEN  CONG HOA XA HOQI CHU NGHIA VIET NAM

TRUONG MAM NON XA NA U Déc lap - Tu do - Hanh phiic
S6: 42/QD-MNNU " NaU, ngay 14 thing 8 ném 2020
QUYET PINH

(Vv phén cong nhiém vu cho Cin b, gido vién, nhdn vién
. Truong mam non xa Na U'nim hoc 2020 — 2021)

HIEU TRUONG TRUONG MAM NON XA NA U

Can clr vao Piéu 16-van ban hop nhét sb 04/VBHN-BGDDT, ngay 24/12/2015
quyét dinh ban hanh Piédu 1& trudng mam non;

Cén ctr vao nhiém vu cong tic quan ly truong hoc, quan 1y chuyén mon céc hoat
dong gido duc trong nha trudng; _ '

Cén ctr vao dgc diém tinh hinh va ké hoach, nhiém vu trong tdm nim hoc 2020 -
2021 cta nha trudng; _ !

Xét @& nghi cua cac bo phan chuyén mon.

QUYET PINH

Diéu 1. Phan cdng nhiém vy, quyén han, thue hién cac cong viée cy thé cua can
b9, gido vién, nhén vién thudc trudng mam non xi Na U nim hoc 2020 - 2021 (C6 bang
Pphan céng nhiém vu kéin theo). '

Piéu 2. Can cir vao nhiém vy, cong tic duge phén céng, cdc cin b, gido vién,
nhén vién thudc trudng mam non xa Na U cé trach nhiém thyc hién nhiém vu duoc phéan
cong va cac nhiém vu khac khi ¢é yéu ciu ciia BGH trudng mam non xa Na U,

Diéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky. Céc can bo, gido vién, nhan
vién Truong MN xa Na U, huyén Dién Bién chiu trich nhiém thi hanh quyét dinh nay./.

Noi nhgn: P. HIEU TRUONG PHU TRACH
- Phong GD&DT; - :
- Luu NT.

Pham Bich Nguyét
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\ ANG PHAN CONG NHIEM VU NAM HOC 2020 - 2021
D 56: 402 /OD-MNNU ngay 14/8/2020 ciia Hiéu truong Truong MN xd Na U)
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_HgyAtén | TP | Chik Nhiém vu phéin cong Piéu Chinh
CM vu

- Chiu trach nhiém trudc truong phong
GD&DT, truéc phap luat vé toan bd moi hoat
ddng cua nha trudng. Quan ly chung moi cong
tac cua nha trudng.
- Truc tlep phu trach cac linh vyc: Tu tudng
chinh trj, t chirc can bd, tai chinh cdng tac ky
ludt, thi dua khen thudng
- Chu tri cac cudce hop co quan, giao ban
- Quan ly tai chinh cac ché do chinh sach cua
CBGV - NV va hoc sinh
- Quan ly chung vé VSDD- ATTP cho tré.

- Quén 1y chung vé CSVC, tai san trang thiét

Pham Bich | DH | P.Hiéu | bi day hoc ctia nha trudng.

Nguyét truong | - Xay dung ké hoach va thuc hién kiém tra nai
b6 truong hoc, cong tac khao thi va kiém dinh
chét lugng

Quan ly don doc xdy dung truong cé doi
song vin hoa tbt, trudng hoc than thién, an
toan
- Xay dung ké hoach phap ché truong hoc.

- X4y dung quy ché dan chu trong co quan.

- Xay dung quy ché phdi hop giira cong doan
va nha truong.

- Phy trich cong tic khuyén hoc trong nha
truong

- Xay dung quy ché lam viéc cua nha truong

- Quan ly, theo ddi chdm cong CBQL, GV, NV
- Duyét ké hoach CDBCM cia PHT

- Quan Iy phan mém co s& dit liéu
- Phy trach diém truong Trung tdm, Ka Hau A,
Ka Hau B, Na Léy; Phy trach t6 MGG Khu A
- Thye hién ding 16p 2h/ tudn (Lép Nha tré
trung tdm )

- Chiu trédch nhi¢m trude Hiéu trudng va phap
ludt vé moi nhiém vy duoc phéan cong
- Chu tich cong doan trudng
- Quan ly lao dong vé sinh, canh quan moi
truong, dam bao AT cho tré.
1 . GV- |- Xay dung ké hoach cac hoi thi ciia GV, HS

Dggnghl PH CTCD | luu giir hd so trong toan truong (HS kiém tra
ndi bd, cac loai ké hoach, cac két qua hai thi
cua GV, hoc sinh qua céc ky thi, chu de.)
- Co trach nhiém ph01 hop véi cdt can nha
truong xdy dung ké hoach chuong trinh céc
khdi 16p. céc




- Phu trach phan mém phd cép; phan mém
quan ly truong hoc (Smas)

- Quén 1y cong tac y té trudng hoc, trudng hoc
an toan, phong chdng tai nan thuong tich.

- Phu trach céc hoat dong phong trao: Vin
héa, van nghé, thé thao, cac hoi thi cua co va
tre.

- Thyc hién bdo cdo hang thang, cudi ky, cudi
nm, tong hop béo cdo chuyén mén

- Quan ly chuyén mon toan trudong, duyét ké
hoach tudn, gido 4n ctia GV trong td phu
trach..

- Duyét ké hoach CDCM, KH tuan, gido 4n
ctia GV trong to phu trach..

- Phu trach diém truong Con Cang, Hua
Thanh, Ping Bira; Phy trach t6 MGG Khu B

- Day 16p MGG 4-5 Hua Thanh

Tran Thi
Nguyét
Nga

bH

TTCM-
T6 Khu

- Chiu trach nhiém trude Hiéu trudng vé moi
nhiém vu dugc phén cong.

- T truéng Khu A (gém céc diém: Trung tam,
Pung Bura, Ka Hau A, Na Lay)

- Chu tri cac budi SHCM td, thuc hién céc béo
céo clia to.

- C6 trach nhiém bdi dudng, gitp d& chuyén
mén cho GV khé, trung binh trong td phu
trach.

- Phdi hop cung pho phu trach lam t6t cac ndi
dung phong trao, hoi thi cia c6 va tré; gilr
chirc vu BTCD.

+ GV day 16p Nha tré trung tdm

+ C6 trach nhiém phdi hop véi bt can chuyén
mén truong xay dung ké hoach chuong trinh
céc khéi 16p Nha tré + MGG 3-4 tudi, MGG 3-
4-5 tubi.

- Kiém nhiém cdng tac thu quy trudng

N guyér}
Thi Huyén

bH

TTCM-
To6 Khu

- Chiu trach nhiém nhap phan mém phd cap

- Chiu trach nhiém truéc Hi€u truong vé moi
nhiém vu dugc phén cong.

- Tb truong Khu B (gdm céc diém trudong: Hua
Thanh, Ca Hau B, Con Cang)

- Giup Hiéu trudng chi dao céc linh vuc:

- I‘Dh(’) BT chi by, CT HDP trudong, Phu trach
phdn mém phd cép, phu trach cic hoat dong
phong trdo, van nghé, thé thao, Poi song vin
hoéa, phu trach chinh vdn nghé cia ¢4, van
nghé cua tre.

- Chu tri céc budi SHCM té, thuc hién céc bdo
c4o ciia to.

- C6 trach nhiém bdi dudng, giup d& chuyén
mdn cho GV khé, trung binh trong td phu




trach.

+ GVCN 16p MGG 4-5 tudi Hua Thanh

+ Co trach nhiém phél hop véi cbt can nha
truong xdy dung ké hoach chuong trinh céc
khéi 16p MGG 4-5 tudi + MGL

- Phy trich chung moi hoat dong khu diém
truong Hua Thanh

- T6 phé chuyén mén td khu B
- GVCN lop NT Hua Thanh, chju trach nhi¢m

Ludng Thi Tl:CM- trude Hiéu truéng vé moi mit lien quan dén Al 2024
3 Thu DH | To Khu | 16p chi nhiém ) ’ ™
B |- C6 trach nhiém phdi hop véi cbt cén nha gae Dl
truong xdy dung ke hoach chuong trinh cac Rubg N ,(_7,:,,
khoi 16p. 7 a
- GV lép MGG 3-4-5 tudi Ping Bira; chiu
6 Bui Thi PH GV if':iuh nhién} trt{c'rc Hiéu truong vé moi van de
Thoa lién quan cla l6p.
v - GVCN I6p Nha tré trung tdm, chiu trach
7 el bH GV | nhiém trLl‘O‘C Hiéu truong vé moi van dé lien
Thi Thuay
quan dén I6p chi nhiém
- GVCN lép MGL Trung tém, chiu trach
nhi¢m truée Hiéu trudng vé moi vdn dé lién
quan dén I6p chu nhiém
8 |LoThiThu| CB sw |- PT vén ngh¢ tré, van nghé co.
' - PT ca mua hét san trudng, thé duc sang khu
trung tam
- Phy tréch trang phuc, dao cu phong 4m nhac
- Theo ddi cong vin di, dén
- GVCN I6p MGG 3-4 tuéi trung tdm
- Kiém nhiém cong tac thu kho_
Lo Thi - Phy trach ho 0 BT (s6 Iwu mAu, sb kiém
9 , bH GV tiuc, sO xudt, nhap thuc pham, cong khai thuc
Hanh
don an hang ngay cia tré)
- Thu ky HD truong
- Pho bi thu chi doan
. ; - GV 16p MGG 3-4-5 tu6i Con Cang, chiu
10 | WMeThi | op | Gy | trach nhiem truge Higu truéng vé 16p minh
Phuong ,
phu trach
10| LoThi - GV | - Bi thu doan TN n A A ey
Loan - Day 16p NT Hua Thanh ' (Bl e ETeR)
Neuva GV | - GVCN lép MGG 3-4-5 tudi Con Cang, chju |
guyén . b B T 4 e o =
11 . bH trach nhiém truéc Hiéu truéng vé 16p minh
Thi Déang ;
phu trach
- T6 phé chuyén mén td khu A
12 Quang Thi PH GV |- GV 16p MGG 3-4-5 tudi Ka Hau A, chiju
Thuy trach nhiém truéc Hiéu trudng vé 16p minh
phu trach
Hodng Thi GV - 'uvaMlorp Mf}G ?_}:4-5 tL’IOI Na: L:ay, cfuu
13 Hidn bH trach nhiém truéc Higu trudéng vé 16p minh

phu trach




“GVCN I6p MGG 3-4 tudi Hua Thanh, chiu
tréch nhiém truée Hiéu truéng vé 16p minh
14 | Lo Thi Tho | DBH GV | phu trach
- Phuy trach ca mua hat san truong, thé duc
séng diém truong Hua Thanh
Ph _ _GVCN I6p MGG 3-4-5 tudi Pung Bira, chiu
am Thi . i : o . T i .
15 Thiy bH trach nhiém truge Higu truong ve 16p minh
GV | chinhiém
Ngd Thi ~GVCN 16p MGG 3-4-5 tudi Ka Hau B, chiu
16 Hus : Cb GV | trach nhiém truée Hiéu trudng vé moi van dé
ue Gk £ . ) ‘A
lién quan den 16p chu nhiém
~ Tham muu v&i HT trong cdng tac quan ly tai
chinh.
- Pam bao ché do luwong, chinh sach cho
Nguyén K& toan | CBGV- CNV-HS trong toan truong.
17 | ThiKim Cb kiém | - Thuc hién cac bdo cao tai chinh, luu gifr cac
Oanh nhiém | sé sach, chimg tir thu - chi trong cong tac tai
chinh
- Thuc hién nhiém vu khac khi BGH phan
cdng
~ Pam bao cong tac y té truong hoc (So cap
clru ban dau) \ bu‘d nhtin
- Theo ddi can do, kham strc khoe dinh ky tré ; ;
hang thang, quy, cép nhat s6 strc khoe cua tré ,ﬁ;f 30/@ /20
- Xay dung ké hoach y té hoc dudng
| - Xay dung ké hoach phong chong SDD, béo
% W Y sy s
g | LoVan e | kiem i . ,
Huong = - Xay dung ke hoach phong chong ngd doc
nhiém 2
thuc pham
_ Phéi hop véi BGH xdy dung thuc don cho tré
_ Kiém tra hién trang cta thyc pham truée khi
ché bién
_ Tham muu cho Hiéu truong vé moi hoat
déne trong cong téc y té hoc dudng
i Biové. | - Bao vé tai san, CSVC, trang thiét bi cua nha
19 | VaALénh | CQDT | o= | trudng.
o - N4u #n cho hoc sinh ban tri




