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

TRUONG MN XA SAM MUN Péc l1ap - Tu do - Hanh phiic
S6: 47 /QDP-MNXSM Sam Mirn, ngay 1 thang 10 néim 2020
QUYET PINH

V/V Phén cong nhiém vu cin by, CCVC trwong mam non x& Sam Mirn
Nam hoc 2020 — 2021

HIEU TRUONG TRUONG MAM NON XA SAM MUN

Can ctr diéu 16 Diéu 1é truong mam non ban hanh ngay 24/12/2015 cua Bo trudng,
B Gido duc va Dao tao quy dinh chirc nang nhi¢ém vu quyén han cua Hi¢u truong Truong
Mam non;

~ Can ctr Quyét dinh cia UBND huyén Dién Bién vé viéc giao phan bo chi tiéu bién
ché (s0 lwgng ngudi lam viéc) cho cac don vi sy nghiép truc thudéc Nganh Gido duc va
Dao tao huyén Dién Bién ndm hoc 2020-2021;

Can ¢t vao ké hoach nhiém vu nam hoc 2020 — 2021 cua truong mam non X4 Sam
Mun — Huyén Dién Bién;

Xét dé nghi ctia bd phan chuyén moén nha truong;

QUYET PINH:

Piéu 1: Phan cong nhi¢m vuy, quyén han, thuc hi¢n cac cong viéc cu thé cua can bo,
cong chure, vién chirc trrong mam non X8 Sam Mun — Huyén Dién Bién nam hoc 2020-
2021. ( CO bdn danh sach phan céng kém theo)

Pieu 2: Can cur vao nhiém vu cong tac dugc phan cong cac can bd, cong chirc, vién
chirc thude trurong mam non xa Sam Mun c6 trach nhiém, thuc hién nhiém vu dugc phan
cong va thuc hién nhiém vu khac khi c6 yéu cau cia ban giam hi¢u nha truong.

Dleu 3: Quyét dinh c6 hiéu luc ké tir ngdy ky; cac can bd, cong chirc, vién chic
truong mam non xa Sam Mun c6 tén trong danh sach ghi tai diéu 1 chiu trach nhiém thi
hanh quyet dinh nay./.

Noi nhan:

- Phong GD&DPT Huyén Dién bién(B/c) ~ 2

- Nhu didu 3(dé thuc hién) HIEU TRUONG

- Luu nha truong

Nguyen ThiVi



DANH SACH

Phan cong nhiém vu, quyen han va thuc hién cac cong viéc cu theé ctia can bo cong
chirc, vién chirc trueong mam non Xa Sam Mirn

(Kém theo quyét dinh sé: 47 I0P-HT ngay 01 thang 10 ndm 2020
1. P/c: Nguyén Thi Vi — Hiéu truéng.

- Quan 1y diéu hanh chung cac hoat dong ctia nha truong; Xay dung va to chirc thuc
hién k& hoach nam hoc. Phu trdch cong tac xay dung Bang trong nha truong.

- Quan 1y ngéan sach cta nha trudng duge cap tham quyén phé duyét.

- Phu trach cong tac xa hoi hoa gido duc, diéu hanh cac ngué)n thu chi thoa thuan
thong nhat véi cha me tré.

- Truc ti€p di€u hanh céc linh vuc:

+ Cong tac bodi dudng tu tudng chinh tri dao dirc cho CBGVNV, cong tac quan triét
tuyén truyén cac Chi thi, Nghi quyét, vin ban, Thong tu, Huéng dan cua Pang, Nha nudc
cua nganh dén CB,GV,NV.

+ Cong tac xay dung quy hoach to chirc can bo ngudn cua don vi;
+ Cong tac kiém tra ndi bo - Duy¢t cac ké hoach ctia Pho HT
+ Cong tac Thi dua khen thudng, ky lut ctia don vi; Panh gia xép loai CB,GV,NV.

+ Cong tac xay dung CSVC, xdy dung truong Chuan Qudc Gia va kiém dinh chat
lugng gido duc

+ Cong tac phd cap gido duc; Khuyén hoc, Chir thap do
+ Cong tac tham muu cac cp ¢ tham quyén.

- Phu trach diém truong Trung tam

- Tryc tir 01-10 hang thang.

- Day hodc dy gio tham 16p, bdi dudng gido vién 2 gid/ tuan (Theo thong tu 48 da
quy dinh). Tham gia sinh hoat tai to Mau gido 16n, nhd.

2. D/c: Lwong Thi Thuy — Pho hi¢u truwéng:
- Truc tiép chi dao chuyén moén t6 khdi MG bé, nha tré;
- Phu trach phan mém co s¢ dit liéu nha truong;

- Chi dao phong trdo THTT-HSTC; Truong hoc an toan phong chdng tai nan thuong
tich;

- Phu trach céc hoi thi ctia gido vién

- Chi dao cong tac Poan — Hoi;



- Phy trach cong tac nuoi an ban try;

- Phuy trach x4y dung cac phuong an, giam sat, kiém tra cong tac Phong chay chita
chay, ctru nan ctru hd cua don vi; Theo doi co s¢ vat chat nha truong;

- Giup Hiéu trudng theo ddi tong hop béo cdo hang thang;
- Phu trach cong tac thi dua, khen thudng nha truong.
- Kiém nhiém chu tich Cong doan trudng; Chu tich hoi dong trudng.

- Phuy trach trang Website cuia nha truong, bién tap tin bai dang tai 1én trang Website
vé cac hoat dong cua don vi.

- Chi dao cong tac y té truong hoc..

- Thay mat Hiéu trudng diéu hanh moi cong viée khi duge Hiéu truong Gy quyén.

- Thyc hién cac nhiém vu khac do hiéu trudng phan cong diéu dong.

- Phu trach diém truong Long Quan

- Truc tir 11- 20 hang thang.

- Day hoic du gio tham 16p 4 gid/ tuan.

3. P/c: Pinh Thi Hong Ngoan — Phé hi¢u truéng:

- Phy trach chung cong tac chuyén mon nha truong; Truc tiép chi dao chuyén mén to

khoi MG 16n, nhg;

- Phu trach cong tac Pho cap gido duc;

- Chi dao phong trao van nghé, thé thao; cac hoi thi ctia hoc sinh;

- Gitp Hiéu truéng theo ddi tong hop béo cao théng ké.

- Chi dao hoat dong nghién ctru khoa hoc, dé tai sang kién trong nha trudng.

- Thay mat Hiéu trudng diéu hanh moi céng viée khi duge Hiéu trudng Gy quyén.

- Thyc hién cac nhiém vu khac do hiéu truong phan cong diéu dong.

- Phu trach diém truong Thon 10 Yén cang

- Truc tir 21- 30 hang thang.

- Day hoic du gid thim 16p bdi dudng gido vién 4 gid/ tuan).

4. P/c: Pham Thi Vinh — T6 truwéng t6 MG lén, nhé.

T truong phu trach chuyén moén t6 MG 16n, nhd; Phu trach cac hoat dong chung,
hoat dong phong trao khu trung tdm; Thuc hién nhiém vu chim séc gido duc tré 16p Mau
gido 16n trung tdm; doi trudng doi1 van nghé truong, thuc hién tdt cac nhiém vu khac khi
hiéu trudng phan cong.



5. P/c: Luwong Thi Thu — Té phd t6 MG 16n, nhé.

To phé phu trach chuyén moén t6 MG 16n, Nh; Phu trach cac hoat dong chung, hoat
dong phong trao khu diém truong Thon 10 Yén cang; Thuc hi€n nhi€ém vu cham séc giao
duc tré 16p Mau gido 1én diém truong Thon 10; thuc hién tot cac nhiém vu khac khi hiéu
trueong phan cong.

6. P/c P6 Thi Dung — Gido vién

Thuc hién nhiém vu chim soc gido duc tré 16p Mau gido 16n trung tdm — Chu nhiém
16p; phu trach phén mém pho cap; Kiém nhi¢m thu ky chi bd; thuc hién tot cac nhi€ém vu
khéc khi hi¢u truéng phén cong

7. P/c Lwong Thi Phweng — Giao vién

Thuc hién nhi€ém vu cham soc gido duc tré 16p Mau gido nhd trung tam — Chu nhiém
16p; thuc hién tdt cac nhiém vu khéc khi hiéu truéong phan cong.

8. P/c Nguyén Thi Thao — Gido vién

Thuc hién nhiém vu cham soc gido duc tré 16p Mau gido 16n diém truong Long Quan
— Chu nhiém 16p; Kiém nhi¢m thu ky Cong doan trudng; thuc hién tot cac nhiém vu khac
khi hiéu truéng phan cong.

9. P/c P4 Thi Ha — Gido vién

Thuc hién nhiém vu cham séc gido duc tré 16p Mau gido 16n diém truong Long Quan;
Kiém nhiém thu ky truong, Thanh tra nhan dan; thuc hién tot cac nhiém vu khac khi hiéu
truédng phan cong.

10. B/c Lo Thi Xinh — Giéo vién

Thuc hién nhiém vu cham soc gido duc tré 16p Mau gido nhd diém truong Long Quan
— Chu nhiém 16p; Kiém nhi€ém UBKT Cong doan truong; thuc hién tot cac nhiém vu khac
khi hiéu truéng phan cong.

11. P/c Nguyén Thi Luyén— Gido vién

Thuc hién nhi€ém vy cham soc gido duc tré 16p Mau gido nhd diém truong Long
Quan; thuc hién tdt cac nhiém vu khéc khi hiéu trudng phan cong.

12. P/c Tran Thi Huyén — Gi4o vién

Thuc hién nhiém vu chiam soc gido duc tré 16p Mau gido Lén diém truong Thon 10 —
Chu nhiém 16p; Phu trach pham mém Pho cap giao duc; thyc hién tot cac nhiém vu khac
khi hiéu truéng phan cong.

13. P/c Tran Thi Phwong Quy — T6 trwéng t6 MG bé, nha tré

T truong phu trach chuyén moén td MG bé, nha tré; Phu trach cac hoat dong chung,
hoat dong phong trao khu diém truong Long Quén; Thyc hién nhiém vy chdm soc gido



duc tré 16p Miu gido bé A diém trudng Long Quan; doi phd doi vin nghé truong; Kiém
nhiém cong tac thu kho khu Long Quan; Thu quy chi bo nha truong; thuc hién tot cac
nhi¢m vu khac khi hi€u truéng phan cong.

14. P/c Ca Thi Hoan — T6 phé t6 MG bé, nha tré

TH phé phu trach chuyén moén t6 MG bé, nha tré; Thuc hién nhiém vu cham soc g1ao
duc tré 16p nha tré Trung tam; Phu trach pham mém Pho cép gido duc; thuc hién tot cac
nhi¢m vu khac khi hi¢u truéng phan cong.

15. P/c Bui Thi Lé — Giao vién

Thuyc hién nhiém vu chim soc gido dyc tré 16p Mau gido nhd Trung tam; Kiém nhiém
Bi thu doan TNCSHCM; Thu kho, Tha quy trudong; Phu trach phan mém co s¢ dit li¢éu nha
truong; thuc hién t6t cac nhiém vu khéc khi hiéu truéng phan cong.

16. P/c Nguyén Thi Oanh — Giéo vién

Thuc hién nhiém vu cham soc gido duc tré 16p Mau gidao nhd Trung tam — Chu nhiém
16p; Phu trach Website truong; thuc hién tot cac nhiém vu khac khi hiéu truong phan
cong.

17. P/c Nguyén Thi Hwong — Gido vién

Thuc hién nhiém vy cham séc gido duc tré 16p Nha tré Trung tam — Cha nhiém 16p;
thuc hién t6t cac nhiém vu khac khi hiéu truéng phan cong

18. P/c Lo Thi Lan — Giao vién

Thuc hién nhi€ém vu cham soc gido duc tré 16p MG bé A diém truong Long Quan;
thue hién tdt cac nhiém vu khac khi hiéu truong phan cong.

19. P/c Nguyén Thi Mai lan — Gido vién

Thuc hién nhiém vu cham séc gido duc tré 16p MG bé B diém truong Long Quan —
Chu nhiém 16p; Kiém nhi¢ém Trudng ban nit cong; thyc hi¢n tét cac nhiém vy khac khi
hiéu trudng phan cong

20. P/c Ka Thi Nguyén — Giao vién

Thuc hién nhi¢m vy cham séc giao duc tré 16p Nha tré A diém truong Long Quan —
Chu nhiém 16p; thuc hién tot cdc nhiém vu khéc khi hi€u trudng phan cong.

21. P/c Lwong Thi Binh — Gido vién

Thuc hién nhiém vu cham séc gido duc tré 16p Nha tré A diém truong Long Quan;
Phu trach dén doc cong tac v¢ sinh khu nha hiéu b diém truong Long Quéan; thyc hié¢n tot
cac nhiém vu khéc khi hiéu truéng phan cong.

22. P/c Tran Thi Doan — Gido vién



Thuc hién nhiém vy cham s6c gido duc tré 16p Nha tré B diém truong Long Quan —
Chu nhiém 16p; thuc hién tot cdc nhiém vu khéc khi hi€u trudng phan cong.

23. P/c Nguyén Thi Thanh Hién — Giéo vién

Thyc hién nhiém vu cham soc gido duc tré 16p Mau gido bé diém truong Thon 10 —
Chu nhiém 16p; thuc hién t6t cac nhi€ém vu khac khi hiéu truong phan cong.

24. P/c Nguyén Thi Thai — Giao vién

Thuc hién nhiém vu chim soc gido duc tré 16p Nha tré diém truong Thon 10 — Cha
nhi¢m 16p; Phu trach theo doi cong tac bao quan CSVC tai di€m truong doi 10. Thuc hi¢n
tot cac nhi¢ém vu khac khi hi¢u truéng phan cong.

25. P/c Ha Thi Hong Tir — Giéo vién

Thyc hién nhiém vu chim soc gido duc tré 16p Nha tré diém truong Thon 10; thuc
hién t6t cdc nhi¢m vu khéc khi hiéu truéng phan cong.

26. P/c Lo Vin Hai — Nhan vién Y si— T6 truéng to viin phong

- T6 chuc cac hoat dong quan 1y, bao vé va chiam séc st khoe hoc sinh

- Truyén théng gido duc stc khoe tré em.

- Xay dung ké hoach phong chéng dich bénh, dam bao an toan phong tranh tai nan
thuong tich cho tré

- Phu trach kiém tra VSATTP ctia bép in cac ngay trong tuan.

- Ghi chép s6 cong vin di, dén.

- Thuc hién tdt cac nhiém vu khac khi hiéu truéng phan cong.

27. Quang Van Minh — Bao v¢

Bao vé toan bd co sd vat chat trang thiét bi khu diém trudng Long Quan, Theo dbi
danh muc tai san khu Long Quan; phu trach stra chita nhé nhu ban ghé, tu k&, do6 dung do
choi cac 16p, quét son khu vuc bi bong troc..., Chdm séc bon hoa cdy canh khu diém
truong Long Quan; thuc hién tot cac nhiém vu khac khi hi¢u truédng phan cong.

28. Quang Van Muén — Bao v¢

Bao vé toan bd co sd vat chat trang thiét bi Khu trung tam; theo doi danh muyc tai san
trung tam va diém ddi 10, phu trach stra chita nhé nhu ban ghé, tu k¢, dd dung do choi cac
16p, quét son khu vuc bi bong tréc ..., Cham séc bon hoa cay canh khu Trung tam; thuc
hién t6t cdc nhi¢ém vu khéc khi hi€u trudng phan cong







