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TRUONG MAM NON LIEM CHINH Doc lap - Tw do - Hanh phtc
S6: 37/Qb-MNLC P. Phii Ly, ngay 10 thang 10 ndm 2025
QUYET PINH

V/v phan céng nhiém vu cho can bg, gido vién, nhan vién
Truong mam non Liém Chinh Nam hoc 2025-2026

HIEU TRUONG TRUONG MAM NON LIEM CHINH

Can cir Thong nuw 52/2020/TT-BGDOT ngay 31/12/2020 Thong #r ban
hanh Piéu 1¢ truong Mam non ciia Bé truong B¢ Gido duc va Dao tao;

Can cur Thong tur 05/2011/TT-BGDDT ngay 10/02/2011cuar bo trucng Bo
Giao duc va Dao tao

Can cir Théng tw s6 48/2012/TT-BGD DT vé ché dé viéc lam déi véi gido
vién mam non;

Can cir nghi dinh s6 115/2020/NP-CP, ngay 25/9/2020 ctia chinh phii vé
stk dung tuyén truyén qudn 1y vién chirc;

Can cir vao ké hoach nhiém vu nam hoc 2025 - 2026 ciia truong mam
non Liém Chinh;

Can cir vao nhu cau cong tac, yéu cau, nhiém vu, kha ndang Can bg va
bién ché dwoc giao ciia truong.

Xet nang luc, kha nang cong tac cua Can bg, giao vién, nhan vién,

QUYET PINH:

Piéu 1. Phan cong nhi€ém vu cho can bg, gido vién, nhan vién trong hdi
ddng gido duc truong mim non Liém Chinh nim hoc 2025-2026 (cd danh sach
kém theo)

Piéu 2. Can bo, giao vién, nhan vién trong hoi déng su pham can cur vao
nhiém vu cu thé duoc phan cong co6 trach nhiém xay dung ké hoach hoat dong
va thuc hién ké hoach cho phu hop véi dac thu cong viéc duoc giao.

Picu 3. Cac ong (ba) trong can bd quan 1y, cac to chuyén mon, cic to
chtrc doan thé trong truong va nhitng ngudi c¢é tén tai Pidu 1 cin clir quyét dinh
thi hanh./.
Noi nhdn :

- Nhu Diéu 3;
- Luu VT;




DANH SACH PHAN CONG NHIEM VU
CAN BQ, GIAO VIEN, NHAN VIEN TRUONG MAM NON
LIEM CHINH NAM HOQC 2025-2026
(Kém theo quyét dinh s6:  /OP-MNLC ngay  thang 10 nam 2025)

1. Pong chi: Pao Thi Tam - Hiéu truong

- Quan 1y va diéu hanh moi hoat dong ctia nha trudong, tri€u tap va chu toa cac
hoat dong ctia nha truong; Tb chire va trién khai cac chu truong cua dang, Nha
nudc va cac cap toi can bd quan 1y, gido vién, nhan vién tré em trong trudng
Truc tiép phu trach cong tac can bd, t6 chuc, tai chinh, thi dua khen thuong, co
sO vat chat. Sinh hoat to Vin phong.

- Chi dao va quan ly va giai quyét mot s6 cong viéc chinh nhu sau:

+ K& hoach, tai chinh

+ Cong tac tuyén sinh ( tré chuyén di, chuyén dén)

+ Chi dao Céc t6 chirc, doan thé hoat dong theo chirc ning

+ Quan 1y h6 so CBQL,GV,NV

- Ky duyét ké hoach cua cac to chic doan thé, ké hoach chuyén moén cua nha
truong; cic vin ban giri cac cdp, cac nganh va cic van ban khic lién quan dén
hoat dong cua nha truong.

- Chi dao va thuc hién c&c phong trao thi dua, Cong tac thi dua khen thuong va
ky luat.

- Thyc hién cac ché @6 chinh sach, quy ché dan chu, cdng tac x& hoi hoa gido
duc, cac cudc van dong va thuc hién ché ¢ cong khai.

- Quan ly d6i ngi, thuc hién hop ddng nhan vién, ngudi lao dong.

- Chi dao cdng tac phd cap gido duc cua nha trudng, cong tac kiém dinh chat
lwong va trudng chuan qudc gia.

2. Pong chi: P§ Thi Niam - Pho hiéu truéng

- Gilp viéc hiéu truong, diéu hanh cong viéc khi hiéu trudong Gy quyén hoic
hiéu trudng di vang.

- Phuy trach chuyén mon.

- Thiét bi nhém, 16p.

- T6 chire cac hi thi.

- COng nghé thong tin. ( Phy trach trang Web) Sinh hoat t6 Mau gido.

- Xay dung ké hoach gi&o duc, ké hoach bdi dudng chuyén mén, ké hoach kiém

- Phu trach cac hoat dong cua chi bo.
- Quan ly, bdo cdo cong tac kiém dinh chat luong gido duc va trudng chuin
Quéc gia.



- Quan Iy viéc hoat dong cac phong chirc ning (Phong thu vén, CNTT, tiéng
Anh, Thé chat, Nghé thuat...)

- Phu trach cdng tac hoat dong vé ngay 18 hoi, ngoai khoa.

- Quan ly thiét bi truong hoc, kiém ké tai san, co s& vt chit ctia nha truong, 16p
hoc.

- Chju trach nhiém c& nhan vé cac linh vuc phu trach dong thoi cung chiu trach
nhiém cung hiéu truéng trong cdng tac quan ly nha truong.

3. Pong chi: Pang Thi Toan - Phd hi¢u truéng

- Gilp viéc hiéu truong, diéu hanh cong viéc khi hiéu trudong Gy quyén hoic
hiéu truéng di vang,

- Phu trach cham soc, nudi dudng va dam bao an toan cho tré.

- 'Y té hoc dudng; Hanh chinh.

- Phu trach cong tac pho cap.

- B40 c4o thong ké biéu mau. Sinh hoat to6 Nha tré.

- Xay dung va ké hoach hoat dong vé cong tac chim soc nudi dudng

- Quan ly phan mén nubi dn, viéc giao nhin thuc pham.

- Quan ly kiém tra ho so nudi an, chiu trach nhiém vé van dé an toan thuc phém
(hd so nguyén lidu du vao, hd so tap huin kién thire ATTP va hd so kham sirc
khoé cua nhan vién nha bép, hd so kiém thuc ba buée, trach nhiém to chirc bép
an ban trd dam bao an toan thyc phim ciing nhu dam bao dinh dudng cho hoc
sinh); tham muu va chiu trdch nhi€ém trudc hi€u truong va trudc phap luat vé
van dé an toan thuc phém cua nha truong va cac hoat dong cham soc vé€ sinh
trong va ngoai 16p hoc. Theo doi tinh trang strc khoe cua tré.

- Chiju trach nhiém ca nhan vé cac linh vuc phu trach dong thoi cling chiu trach
nhiém cung hiéu trudng trong cong tac quan ly nha truong.

4. Pong chi: Vii Thi Xuan — Ké toan - Té truéng toé Vin phong

- Phy trach cbng tac vin phong, to hanh chinh vian phong, hé so s sach to vin
phong, thu ky hoi dong su pham nha trudng.

- Phu trach c6ng viéc ciia nhan vién ké toan theo quy dinh cia tai chinh, cia
nganh, cua nha truong.

- Bao cao thu chi nhan séach, thanh toan, quyét toan ché do tién luong, tién
thuong cia CBQLGVNYV trong nha truong.

- Theo ddi va cap nhit s6 bao hiém x& hoi cia CBQLGVNV.

- Cap nhat va thanh toan cac khoan thu phuc vu nudi an ban trd cua tré dtng quy dinh.
- Thye hién chi tra ché d6 cho hoc sinh theo quy dinh cua nha nuée.

5. Gio vién

- Chap hanh su phan cong xap xép cong viéc cu thé cta nha trudng.

- Phéi hop thuc hién viéc giao nhin thuc pham clng voi CMT va nha truong
dung theo lich nha truong phan cong.



- Cac d/c t6 truong, to pho chuyén mon, gido vién phu trach cong tic chuyén

mon cua to va 16p minh, cong cong viéc van hda van nghé thé duc thé thao cta

nganh, dia phuong, cua nha truong.

- Phu trach tré ctua 16p, dam bdo cong tac gido duc, cham séc nudi dudng, an

toan cho tré.

- Gido vién t6 Mu gido phu trach 16p:

Nam Trinh Nhiém vu .
TT Ho va tén GV, NV sinh Chuyén du’q'.c giaE) Nhiém vu kiém nhiém
mon
1 | Pham Thanh Nga 1988 | PHSP |GV 16p A5 | T6 trudng to6 GVMG
2 | Nguyén Thi Mi 1983 | PHSP |GV l6p A5
3 | Ly Thi Thu 1983 | CBSP | GV 16p B5
4 | Vii Thi Huyén 1991 | PHSP |GV l6p B5
5 | Nguyén Thi Hai 1969 |CPSP |GV lop C5
6 | Ding Thi Anh 1991 | CBSP |GV 16p C5
7 | Dao Thi Nhung 1984 | PHSP | GV l6p D5
8 | Pang Thi Tuoi 1980 | CBSP | GV lép D5
9 | Nguyén Thi Hoa 1987 | PHSP |GV 16p A4 | T6 pho t6 GVMG
10 | Nguyén Thi Tuyén 1979 | PHSP |GV 16p A4
11 | Pham Thi Hang 1989 | PHSP | GV l6p B4
12 | Nguyén Thi Thao 1979 | CBSP | GV lsp B4
13 | Tang Thi Huyén 1986 | PHSP | GV l6p C4
14 | Tran Thi Anh Vin 1981 | CPBSP |GV lép C4
15 | L& Thi Yén Thoa 1993 | CPSP | GV 16p A3 | Bi thu chi doan
16 | BUi Thi Thu Ha 1983 | CBSP | GV I6p A3
17 | Tran Thi Huyén 1993 | PHSP | GVIép B3
18 | Pham Thi Ngan 1994 | PHSP | GVIép B3
19 | Lé Thi Khanh Thin 1976 |DPHSP |GV 16p C3 | Kiém thu quy
20 | Tran Thi Ha My 1994 | CPSP | GVIép C3
- Gido vién té nha tré
Nam Trinh Nhiém vu
TT Ho va tén GV, NV sinh chuyén du’q.c gia(.) Nhiém vu kiém nhiém
mon
Ng6 Thi Thu Thuy 1994 | DHSP |GV 16p A2 | Tb truong td GVNT
Ngb Thi Tan 1971 | CBSP |GV 16p A2




Ni Trinh do Nhia
TT | Hovatén GV, NV A1 chuyen M VY 1 Nhiém v kiém nhiém
sinh - dwgre giao
mon
3 | T6 Thi Thanh Tan 1990 | DHSP |GV l6p B2
4 | Nguyén Thi Vang 1970 |CPSP |GV 16p B2
GV 16p
5 | Pham Thi Oanh 1989 | CDSP
am A2+B2
- T6 van phong
NG Trinh do Nhia
TT| Hovatén GV, NV A1 chuyén MYY T Nhigm vu kiém nhiém
sinh - dwgre giao
mon
1 | Vi Thi Xuan 1981 | CBKT | NV kétoan | T6 truong to VP
2 | 3 Thi Chinh 1981 | CPHCVP | Vin thu
3 CDSP;
Lé Thi Nguyén 1971 | CCNA HP ndu an
4 | Nguyén Viét Ha 1998 | CCNA HD nau an
S | Pham Thj Nu 1981 | CCNA HD nau dn

3. Phan chia céc t6 sinh hoat:

Téng s6 ¢b 30 gido vién, nhan vién

Chia thanh 3 t6 chuyén mon

- T6 gi4o vién miu gido: C6 20 ddng chi.
+ T6 trudong: Pong chi: Pham Thanh Nga

+ T6 pho: Bong chi: Nguyén Thi Hoa

- T gi&o vién nha tré: C6 05 ddng chi:

+ T6 trudng: Pong chi: Ngd Thi Thu Thiy

- T6 nhan vién vian phong: C6 05 ddng chi
+ T6 trudng: Vi Thi Xuan
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