UBND HUYEN MY BUC CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG MAM NON HQP TIEN A Poc lap - T do - Hanh phic
S6: 117 /QD-MNHTA Hop Tién, ngay 15 thang 08 nam 2024

QUYET PINH
V/v thanh 14p céc td6 chuyén mén va phan cong cong tac ddi véi linh dao, can
bd, cong chirc, vién chire treong mam non Hop Tién A
nam hoc 2024 - 2025

HIEU TRUONG TRUONG MAM NON HQP TIEN A

Can cit van ban 8§6:19/2023/TT-BGDPT ngay 30 thang 10 nam 2023 Hirdng
dén vé vi tri viéc lam, co cdu vién chirc theo chire danh nghé nghiép va dinh muc
6 lwong ngwoi lam viée trong cdc co sé gido duc phé théng va cdc truong chuyén
biét cong lap do B¢ truong Bo Gido duc va Dao tao ban hanh.

Thiee hién vin ban s6:1671/UBND-PGD&PT ngay 09 thing 07 nam 2024
Vé viéc thuc hién mot sé nhiém vu trong tam chuan bi cho nam hoc mdi 2024-
2025;

Can ct vao tinh hinh thyc té d6i ngli CBQL-GV-NV va dé nghi cua t6
chuyén mon, nhi€m vy, quyén han cua Hi€u trudng nha truong;

QUYET PINH:

Picu 1: Thanh lap 04 t6 chuyén mon thudc co quan trudng mam non Hop
Tién A: T6 Mau gido, To Nha tré, T6 Nuoi dudng, T6 Vin phong.

- Phan cdng, cbng tac nhiém vu cu thé cho timg CB-GV-NV ciia truong nim
hoc 2024 - 2025 (c6 van ban kem theo).

Piéu 2: Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngdy ky, cac vin ban
trude day lién quan dén viéc thanh 1ap t6 chuyén mén, phin céng cong tac cho cac
thanh vién cua trudng déu bai bo.

Piéu 3: Can bo, cong chuc, vién chuc tai co quan don vi trudng chiu trach
nhiém thi hanh quyét dinh nay./.

Noi nhén: 7 HIEU TRUONG
- PGD&DT Huyén ; ( dé b/c) /
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UBND HUYEN MY bUC CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG MAM NON HQP TIEN A Poc lap - Tu do - Hanh phic

PHAN CONG CONG TAC
Poi véi lanh dao, can bd, cong chirc, vién chire trudmg mam non Hop Tién A
Nam hoc 2024-2025
( Ban hanh kém theo Quyét dinh s6:117 /OP-MNHTA ngay 15 thang 08 nam 2024
cia trieong mam non Hop Tién A)

A.LANH PAO TRUONG:

1. Ba: Bui Thi Thanh phwong - Hi¢u Truéng

Thuc hién nhiém vu va quyén han cua Hi€u truong theo quy dinh tai Piéu
10 Piéu 1¢ truong Mam non. Chiu trach nhiém trudc phong GD&DT, UBND xi
vé quan ly nha nudc va diéu hanh cac hoat dong cua nha truong, chi dao thuc hién
cac ndi dung sau:

- Truc tiép phu trach cac linh vyc: Chinh tri tu tuong; td chirc can bo; tai
chinh ké hoach; cong tac thi dua - khen thudng, ky luat; ché do chinh sach ddi voi
can b9, gido vién, nhan vién va hoc sinh.

- X4y dyung va to chitc bd may nha truong; xiy dung quy hoach phat trién
nha truong; 1ap ké hoach va t6 chutrc thuc hién ké hoach chim séc gido duc tung
nam hoc; bao céo, danh gia két qua thyuc hién truéc Hoi ddng truong va cac cip co
tham quyén;

- Phu trach cac cudc van dong, cac phong trao thi dua; cong tdc xa hoi hoa
gido duc; cong tac phdi hop giira nha truong - gia dinh - x4 hoi; cong tac kiém dinh
chat luong; cong tac tuyén sinh; cong tac thanh - kiém tra ndi bd truong hoc;

- Chu tri cac cude hop co quan, tham gia cac cudc hop giao ban....

- Giam sat viéc thuc hién cac nhiém vu cua Pho hi¢u truong da dugc phan
cong.

- Sinh hoat tai t6 vin phong. Truc tiép tham gia cac hoat dong gido duc tré 2
gid trong mot tuan. (Tai khbéi mau gido 5-6 tudi, 4 tudi: STAI,A2,AS, 4TBI,
4TB2)

2. D/c Nguyén Thi Thao: Pho hiéu trusng — CT Cong Poan truong

Thuc hién cac nhiém vu do Hi€u truéng phan cong, chiu trach nhiém trudc
Hiéu trudng va cung Hi¢u Trudng chiu trach nhiém trong cong tdc quan ly nha
truong trude Phong GD&DPT huyén va UBND. Bao cdo Hi¢u trudng trudce va sau
khi thuc hién nhiém vu. Giai quyét cac cong viéc cua trudng khi duoc Hiéu truong



uy quyén; phu trach va chi dao thyc hién mot s6 linh vuc nha truong do Hi¢u
trudng phan cong cu thé nhu sau:

1. Quan 1y, chi dao chuyén mon GD: Thuc hi¢n xay dung ké hoach, muc
tiéu, ngan hang, kiém duyét hd so gido an trén phan mém QLGD. Chi dao 100%
GV x4y dung muc tiéu, ngan hang, ké hoach ngay, danh gia tré, thuc hién tot cong
tac cham s6c GD tré hang ngay.

2. Quan ly chi dao 100% 16p theo doi diém danh, chdm an, dugc dam bao an
toan tuyét dbi cho tré khi & truong, ¢ 16 va vé sinh sach s€, gon gang, trao tra tré
ding noi quy.

3. Quan 1y, chi dao theo ddi ghi chép, tong hop, théng ké, bao cao, xay dung
du kién mua d6 dung hoc pham, trang thiét bi ctia cac 16p.

4. Chi dao 100% 16p d6i méi trang tri, vé sinh moi trudng trong va ngoai
16p, lan can hanh lang “ Sang - Xanh - sach - dep- an toan” moi truong than thién,
lay tré lam trung tAm.

5. Thuc hién xay dung ké hoach, t6 chirc cac chuong trinh, tap huén, chuyén
dé, bdi dudng, chuyén mén nghiép vu, nang cao chit lugng chim séc GD tré trong
nha truong.

- Xay dung ké hoach du gio gido vién bao cao Hiéu truong, du kién xay
dung du gio 01 gido vién/lan/thang (néu c6 cong viée chua du duogc can co ké
hoach cho gido vién day bu vao thang lién ké)

- Truc tiép tham gia cac hoat dong gido duc 4 gid/tuan (tai cac 16p mau gido
4TB1, 4TB2, 4TB3, 3TC3, 3TC4, 3TC5).

6. Tham muu x4y dung, chi dao thuc hién ndi qui, quy dinh, qui ché chuyén
moén, quy ché vin hoa ung st, ky cuong hanh chinh trong nha trudng va trén
khong gian mang. Hoan thién hd so co quan van hoa, XH hoc tap, GD phap Luat.

7. Phu trach cong tac chuyén doi sd sa dung UDCNTT; CSDL nganh,
eNetViet, cdp nhat thuong xuyén Website, 1 s6 phdn mém cua trudng, thuc hién
dung tién do cong tac thong ké bao céo.

8. Cong tac kiém dinh chat luong, dat chuan quéc gia

9. Phu trach cdng tac phéi két hop voi phy huynh hoc sinh toan trudng quan
Iy Iu giit thuc hién hd so xdy dung ké hoach, quyét dinh, bién ban hop.

10. Panh gia GV hang thang theo quy dinh, Phu trach theo ddi tong hop, bao
c40 hoan thién ho so thi dua.

11. Thyc hién quan ly hd so thanh tra, kiém tra ndi bo.

12. Thay miat Hiéu trudng diéu hanh cac hoat dong, giup Hiéu truéng giai
quyét nhitng cong viée, ky duyét cac hoat dong cua can bd, gido vién va cic vin



ban gui cap trén thudc linh vuc phu trach khi duoc Hiéu truong uy quyén, hodc khi
Hiéu truong di ving.

13. Chiju trach nhiém cé nhan vé cac linh vuc minh duoc phu trach déng thot
chiu trach nhiém cung Hiéu trudng trong cong tac quan ly nha truong truede Phong
GD&DT huyén va UBND xa.

3. P/c Tran Thi Loan: GV cét can - Bi Thu Chi Poan

Thuc hi¢n nhiém vu giup viéc cho Hi¢u truong khi duoc phan cong, chiu
trach nhiém truéc Hiéu truong va phap ludt vé cac linh vuc cong tac duge phan
cong; bao cdo Hi€u trudng trudc va sau khi thyc hi¢n nhiém vu. Giai quyét cac
cong viée cua truong khi duoc Hiéu trudng uy quyén; phu trach va chi dao thuc
hién mét s6 linh vuc nha truong do Hiéu trudng phan coéng cy thé nhu sau:

1. Phu trach cong tac cham s6c nudi dudng tré; Xay dung thuc don, can ddi
tinh khau phan an cho tré trén phan mém cung ké toan, hoan thién hd so ky két an
toan thyc pham va Quan 1y ho so tré khuyét tat (néu co).

2. Phy trach quan 1y chi dao 16p bép thuc hién cong tac lau don vé sinh moi
truong rac thai, hé thong cay xanh trong va ngoai 16p lan can hanh lang, san truong
vuon rau, vuon cdy “ Sang - xanh - sach - dep- an toan” méi trudng than thién, 1iy
tré lam trung tam.

3. Phuy trach quan 1y chi dao cong tac y té hoc duong, phong chdng tai nan
thuong tich, dam bao vé sinh an toan thuc pham, phong chong chay nd, dich bénh.

4. Quan ly danh gia NV hang thang theo quy dinh, theo ddi ghi chép chdm
cong CBGVNV hang ngay, xin y kién théng nhat BGH vé viéc diéu dong phan
cong cong viéc cho CBGV-NV khi nha truong to chire lao dong, cac budi hoi hop,
tap huan, hoi thi va khi c6 CBGV-NV nghi.

5. Phuy trach CSVC tai san, trang thiét bi cta nha trudng cing ké toan tong
hop ghi chép, theo ddi, bao cdo, thong ké hao mon, giao nhan tai san ciia bép, cac
16p va tai san chung cua nha truong.

6. Phéi hop phu trach cong tac chuyén doi sd; Quan Iy CSDL, eNetViet,
trang Website ctia nha truong, phan mém nudi dudng. Quan 1y va cip nhat thuong
xuyén cac phan mém khac cua nha truong; thuc hién dung tién do cong tac thong
Ké.

7. Phu trach 3 cong khai, cong tac phap ché, phap luat, phong chéng tham
nhiing, cai cach hanh chinh.

8. Quan ly, chi dao thuc hién xay dung ké hoach diéu tra, théng ké bao cao
hoan thién ho so cong tac phd cap gido duc va cong tac tuyén sinh.



9. Phu trach cong tac van hoa, van nghé, thé duc thé thao, cong tac lao dong,
v¢€ sinh truong 16p, thé duc sang, cac Hoi thi, cac hoat dong 1€ hoi, thim quan, hoat
dong ngoai khoa.

10. Két hop cung chu tich Cong doan thuc hién nhiém vu xay dung ké hoach
phat dong trién khai ghi chép theo ddi, bao cao, thong ké phat dong cac cudc van
dong, cac phong trao thi dua trong nam hoc do nganh, nha truong, dia phuong phat
dong; chi dao doi1 ngti CBGV, NV thuc hién theo ké hoach.

11. Chi dao sinh hoat chuyén moén td nhan vién hanh chinh, nhan vién nuéi
dudng, nhan vién bao v¢; xay dung cac ké hoach, bao cdo va thuc hién mot sd
nhiém vu khac khi dugc Hi€u trudng phan cong.

12. Cong tac to chtrc chuan bi trang tri khanh tiét cac hoi nghi, ngay 18. ..

13. Xay dung ké hoach va chi dao céc hoat dong cua Chi BPoan TNCS HCM

- Chiu trach nhiém c4 nhan vé cac linh vuc minh duoc phu trach déng thot
chiu trach nhiém cung Hi¢u truong trong cong tac quan ly nha truong trude Phong
GD&DT huyén va UBND xa.

5. To truéng, to phé té chuyén mén

5.1. T6 truong t6 chuyén mon:

- Xay dung chuong trinh hoat dong cua to, gitp gido vién xdy dung ké
hoach cong tdc chuyén mon, kiém tra d6n d6c mdi to vién thuc hién ding ké hoach
dd dé ra, thao luin, nhan dinh tinh hinh va danh gia két qua giao duc hoc sinh
thudc pham vi cia t6 phu trach, ban bac ¢ bién phap nang cao chit luong gido duc
toan dién tré.

- T6 trudng trao d6i va danh gia sang kién kinh nghiém cham soc gido duc,
t6 chuc du gio 1én 16p cuia nhau dé rat kinh nghi¢m, td churc thao giang, chuyén dé,
t6 chtc bodi dudng nang cao trinh do, nghiép vu cho to vién.

- T6 chitc phong trao thi dua trong to, nhan xét danh gia t6 vién dé nghi khen
thuong va ky luat dbi véi to vién. T6 trudng chuyén mon quan 1y s6 sinh hoat to.

- Chiu trach nhiém chinh trong viéc soan thdo chuong trinh, ké hoach cham
s6cC, gido duc va cac ho so khac. Hoan thanh day du va gui lai cho BGH ding gian
qui dinh.

- C6 trach nhiém phan cong nguoi day thay khi c¢6 t6 vién nghi 6m hodc ban
cbng tac.

- Tham gia cung BGH nha trudng trong cong tac kiém tra hoat dong chiam
soc gido duc cua gido vién, hoc sinh.

- Thuc hién mét sb cong vi¢c khac khi duge Ban gidm hi¢u phan cong.

5.2. Té phé t6 chuyén mén:



- Tham muu cho tb truong trong viéc xay dung ké hoach va diéu hanh thuc
hién ké hoach t6.

- Soan théo, ghi chép, tong hop cic sb lidu vé cac hoat dong cia té chuyén
mon.

- Piéu hanh céc hoat dong chuyén mén khi duoc to trudng uy quyén.

- Thyc hién mot sb cong viéc khac khi dugc Ban gidm hiéu phan cong

6. Giao vién

6.1. Nhiém vu chung:

Thue hién nghiém tac nhiém vu cta ngudi gido vién theo Diéu 27 - Piéu 1¢
Truong Mam non (Ban hanh kém theo Thong tu s6 52/TT-BGDPT ngay
31/12/2020 cua B truong Bo Gido duc va Pao tao)

- Chiu trach nhiém bao v¢€ an toan tuy¢t ddi suc khoe, tinh mang cua tré em
trong thoi gian tré em ¢ truong 16p.

- Thuc hién cong tac nudi dudng, cham soc, gido duc tré em theo chuong
trinh gido duc mam non: 14p ké hoach chim soc, gido duc; xdy dung méi trudng
gido duc, td chirc cac hoat dong nudi dudng, cham soc, giao duc tré em; Danh gia
va quan 1y tré em; chiu trach nhi¢m vé chét lugng nudi dudng, cham soc, gido duc
tré em; Tham gia cac hoat dong cta nha truong cua to chuyén mon, 16p.

- Trau doi dao duc, giir gin pham chat, danh du, uy tin ciia nha gido; Guong
mAu, thuong yéu tré em, d6i xir cong bang va ton trong nhan cach cia tré em; Bao
vé cac quyén va loi ich chinh dang cua tré em; Poan két, giup d& dong nghiép.

- Tuyén truyén pho bién kién thic khoa hoc nudi day tré em cho cha me tré.
Chu dong phdi hop véi gia dinh tré dé thyc hién muyc tiéu gido duc tré em.

- Rén luyén stc khoe; Hoc tdp vin hoa; Boi dudng chuyén mén nghiép vu
dé nang cao chét lwong nuoi1 dudng, cham soc, gido dyc tré em.

- Thuc hién céc nghia vu cong dan, cidc quy dinh cua phéap luat va cua
nganh, cac quy dinh cta nha truong, quyét dinh cua Hiéu trudng.

- Tich cyc 1am méi d6 dung dd choi (Mbi thang 1am méi it nhat 01 loai dd
dung, dd choi, phuc vu day va hoc); quan 1y tdt tai san cia nhom 16p.

- Thyc hiéu hiéu qua chuyén dé “ Xay dung méi truong gido duc ldy tré lam
trung tdm ” cua truong, 16p.

- Chiu trach nhiém v¢ sinh, cham s6c cac khu vuc trong, ngoai truong 16p.

- Thyc hién mot sb cong tac khac do Hiéu truong va to trudng phan cong.

- Chiu trach nhiém trudc Hiéu truong vé moi nhiém vu dugce giao.

6.2. Phdn cong nhiém vu cu thé:

Stt Ho va tén Chirc Nhiém vu Ghi




vu phén céng cha
1. | Bach Thi Thuy Nhung GV | Phuytrach 16p 5T Al
2. | Tran Thi Quyét GV | Phutrach 16p 5T Al
3. | Nguyén Thi Duyén GV | Phutrach 16p 5T A2 -TTMG
4. | Nguyén Thi Thao 83 GV | Phu trach 16p 5T A2
5. | Lé Thi Nhu GV Phu trach 16p 5T A2
6.  Nguyén Thj Quynh GV | Phu trach 16p ST A3
7. | B3 Thi Hong GV | Phu trach 16p 5T A3
8. | Tran Thi Hao GV | Phu trach 16p 5T A4
9. | Truong Thi Toan GV | Phutrach 16p 5T A4
10, bang Thi Hoc GV | Phu trach 16p 5T A5
11, PO Thi Phuong GV | Phu trich 16p 5TAS
12, Tran Thj Linh GV | Phu tréch 16p 4T B1
13, Nguyén Lan Anh GV | Phu trach 16p 4T B1
14, Pham Thi Hai GV | Phutrach 16p 4T B2
15, Bui Thi Ngan GV | Phu trach 16p 4T B2
16, Nguyén Thi Nam GV | Phu trach 16p 4T B3
17, Nguyén T Thay Pao GV | Phutrach 16p 4T B3
18] Bach T- Thuy Trang GV | Phutrach 16p 4T B3 -TPMG
19, Nguyén T Da Lan GV Phu trach 16p 4T B4
20, Phan Thi Ninh GV | Phutrach 16p 4T B4
21, Nguyén Thi Bich Ngoc | Gv | Phu trach 16p 4TB5
22, D4 Thi Hang GV Phu trach 16p 4TB5
23, Lé Thi Nhung GV | Phu trach 16p 3T C1
24, BUi Thi Minh Hué GV | Phutrach 16p 3T C1
25, Nguyén Thj Phuong GV | Phu trch 16p 3T C1
26. Nguyén Thi Hoa GV | Phu trach 16p 3T C2
27, Nguyén Thi Hué GV | Phu trach 16p 3T C2
28. bang Thi Phuong GV | Phu trach 16p 3T C2
29, Vii Thi Uyén GV | Phutrach 16p 3T C3
30. Nguyén Thi Oanh GV | Phutrach 16p 3T C3 - TPMG
31, Pham Thi Ha GV | Phu trach 16p 3T C3
32. Trinh Thi Xuyén GV | Phu tréch 16p 3T C4
33, Nguyén Thj Duan GV | Phu trach 16p 3T C4
34, D6 Thi Lé Xuén GV | Phuy trach 16p 3TC4




35, Pham Thi Tuyén GV | Phutrach 16p 2T D1
36. L& Thanh Ha GV | Phutrach 16p 2T D1
37, Nguyén Thi Thao 92 GV Phutrach 16p 2T D1
38. Nguyén Thi Phuong GV | Phutrach 16p 2T D2 - TPNT
39, Tran Thi Loan GV | Phutrach 16p 2T D2 - TTNT
40, Nguyén Thi Nhién GV | Phu trach 16p 2T D2
41, bang Thi May GV Phu trach 16p 2T D2
42. Béng Thi Luyén GV Phu trach 16p 2T D3
43, Bao Thi Nghia GV Phu trach 16p 2T D3
44) Nguyén Thi Huong GV | Phu trach 16p 2T D3
7. Nhéan vién:

7.1. Nhén vién ndu dan:

- Xay dung thuc don, can ddi khau phﬁn, tinh an cho tré theo do tudi, theo
thang, tuan, mua.

- Lién hé cac hop dong thuc pham, tiép pham ding quy dinh ctia nganh.

- Ché bién thuc pham dung quy trinh mot chiéu, dam bao VSATTP.

- Du céc gio dn cua tré, diéu chinh thuc don hop 1y.

- Tinh &n, quyét toan tién dn ding quy dinh ctia nganh.

7.2. Nhan vién thu quy (Kiém nhiém)

- Thuc hién cong viéc cua nhan vién thu quy.

- Phuy trach céc khodan thu, chi ding quy dinh.

- Thuc hién cong khai, minh bach cac khoan thu, thanh toan ddi vai phu
huynh.

7.3. Nhdn vién Ké todn

T6 truong to van phong

- Xay dung ké hoach chung cua td, chi dao td vién thuc hién theo ké hoach
t6, ké hoach chung ctia nha truong.

- Phu trach cac cong viéc ctia nhan vién ké toan theo quy dinh: chiu trach
nhiém vé cac khoan thu, chi cac khoan dong gop cua hoc sinh, chiu trach nhiém vé
ché d¢ chinh sach cua gido vién, nhan vién, ché do tai chinh ngan sach; quan 1y tai
san; bao quan céac tai liéu thudc linh vuc duge phan cong; phu trach cong tac phd
cap, thong ké bao céo.

- Bé xuat phuong an va thao cac hop dong lao dong trong nha trudng.

- X4y dung ké hoach thu, chi cac khoan quy cta nha trudng hop 1y va tiét
kiém. Thanh quyét toan dang quy dinh, rd rang minh mach, tranh nham 13n gay



mat long tin, mat doan két. Thu - chi c¢6 chir ky, chimg tir cdp nhat thuong xuyén
dung du. Khong duoc mat ching tir, khong cung cip thong tin tiy tién.

7.4. Nhan vién y té - Vin thu

- Thyc hién nhiém vu chuyén mén y té hoc dudng, ¢ day du hd so so ctru

- Phu trach mang vé sinh, an toan thyc pham, phong chdng thién tai, tai nan
thuong tich, an ninh trat tu, phong chay chira chay, ctru nan ctru hd.

- Bao hiém than thé, bao hiém xa hoi, chir thap do.

- Pho t6 céc loai tai li¢u ctiia nha truong.

- C6 trach nhiém tiép tan mdi khi nha truong c6 khach.

- Ghi chép s6 cong van di, dén. Luu cac cong van di dén trong may tinh va
trong ho so ctia nha truong.

- Thyc hi¢n cong tac van thu luu trit cua nha truong.

- C6 trach nhiém chuyén cac loai cong vin di, dén (Cdc logi céng vin phdi
chuyén truec tiép khéng qua hép thu).

- Quan tri mang chuyén do6i s6 (phu trach website nha truong). Phan mém
EMIS, PMIS, phan mém khac...

- Tham gia c&c hoat dong khac khi Ban giam hiéu phan cong.

Trén day 1a phan cong nhiém vu nim hoc 2024- 2025 ciia trudng mam non
Hop Tién A, yéu cau CBGV, NV va hoc sinh trong trudng c6 trach nhiém, nghia
vu thuc hién theo Luat Gigdo duc va Diéu 1é truong mam non. Chiu trach nhiém cé
nhan vé nhiém vu duoc giao truéc BGH va cép trén thudc linh vyc minh dugc phu
trach, déng tho1 tham muu voéi 1anh dao nha truong t6 chuc thuc hién cong viéc
dugc phu trach dat hiéu qua theo ding chi tiéu ké hoach dé ra. Quan Iy va hoan
thanh cac ho so thudc linh vuc phu trach diy du, dung quy dinh. Chiju trach nhiém
cung cip day du thong tin va ho so thudc linh vuc phu trach khi duoc kiém tra.

Noi dung cong viée duoc giao & trén s& co thay d6i khi co sy bién dong vé
tinh hinh nhan su cua nha truong./.

Noi nhn: I IEU TRUONG
-Phong GD&DT (dé b/c);
- Céc thanh vién (dé t/h);
-Luu:VT.
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