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DANH SACH

Phén cong nhiém vu can bd, gido vién, nhan vién Truong Mam non Thity An Nim hec 2020 - 2021

(Kém theo Quyét dinh s6 111/0P-TrMN ngay 01 thang 9 nam 2020)

STT

HOQ TEN

PHAN CONG NHIEM VU

Hiéu truéng

Nguyén Thi Sau

* Chi dao quan ly chung toan truong:

- Piéu hanh ngan sach nha trudng, duoc cip thim quyén phé duyét.

- Trudng Ban cong tac thi dua, khen thudng.

- Tryc tiép diéu hanh cac linh vuyec:

+ COng tac tu tudng chinh tri

H Chu tich Hoi dong thi dua khen thudng

H Cong tac dao tao bdi dudng doi ngii can bd, gido vién, chinh sach nha gido;
+ Cong tac xay dung CSVC, cong tac thong ké

- Ké hoach, xay dung céac ké hoach, chuong trinh ddu tu, phat trién.

+ Xay dung quy hoach phat trién nha trudng, 1ap ké hoach va t6 chuc thuc hién ké hoach gido duc ting
nam hoc; bao cdo danh gia két qua thyc hién.

+ Ra quyét dinh thanh 1ap céac to chuyén mén, t6 van phong va cac hoi dong tur van trong nha trudng, nha
tré, bo nhiém to trudng, to pho, dé xuat cac thanh vién cia Hoi déng truong;

+ Phan cong quéan ly, ddnh gia xép loai, tham gia qué trinh tuyén dung, khen thudng, phé duyét két qua




danh gia tré theo cac nd1 dung nudi dudng, cham soc, giao duc tré em do BGD quy dinh.
+ Quan 1y va st dung cac ngudn tai chinh, tai san nha truong.

+ Ti€p nhan tré em, quan 1y tré em va cac hoat dong nudi dudng, cham soc, giao duc tré em cua nha

truong.

+ Thuc hién XHH gido duc, phat huy vai tro ctia nha truong dbi voi cong dong.

- Phu trach cOng tac kiém tra giai quyét don thu, phu trach céng tac phdi hop voi dia phuong. ..
- Phu trach cong tac phong chdng dich dich bénh CoVid.19.

- Phu trach cong tac xay dung Pang, t6 chirc trién khai, kiém tra gidm sat thuc hién cac cudc van dong

cua DBang, nha nudc.
+ Tham gia giao duc 2 tiét/tuan.

- Tham gia sinh hoat tai t6 Van phong.

Phé Hi€u truémg

Lé Thi Lan

- Phu trach chi dao cong tac chuyén mon, xay dung ké hoach chi dao céng tic chuyén mén, phu trach
hudéng dan GVcac loai hd so, sb sach, ki duyét s6 chuyén mén hang tudn, thang, xay dung ké hoach boi
dudng chuyén mon ctia nha truong.

- X4y dyng ké hoach chuyén dé.
- Xay dung ké hoach giang day ciia BGH.

- Huéng dan chuyén mén, kién thirc vé Phong tranh tai nan thuong tich, kiém tra danh gia cong tac
chuyén mén, du gio bdi dudng chuyén mon cho gido vién ...

- XD ké hoach, c6 phuong an phong chong. bao 1, phu trach phong chong thién tai, lii Iut.




- Phu trach cong tac phong chong dich bénh.

- Phu trach co s& vat chat, tham muu cho hiéu trudong xay dung ké hoach vé co s& vat chit nha truong.
- Phu trach cong tac kiém dinh chit luong cia nha truong.

-. Tham gia giang day 4 tiét/tuan.

- Phu traich VHVN-TDTT. Cac phong trao thi dua.

. Kiém nhi€ém Pho bi thu Chi bg: Xay dung ké hoach kiém tra giam sat va thuc hién cac cudc van dong
cua Pang, nha nudc.

- Sinh hoat tai t6 mau gido.

- Phu trach va truc tai diém truong An Bién, thuc hi¢n nhiém vu khac khi hi¢u truong phan cong.
- Piéu hanh cong viéc khi hiéu truong Gy quyén

- Phu trach cong tac phong chdng dich dich bénh CoVid.19.

- Phu trach cac phong trao, hoi thi do nganh, dia phuong phat dong. Phy trach phan cong to chic cac hoi
nghi 1€ hoi.

- Phéi két hop véi hiéu trudng thuc hién cong tic danh gia chuin nghé nghiép gido vién mam non, danh
gia xép loai dang vién, vién chiic cubi nam.

- Hudng dan gido vién xay dung ké hoach sir dung thiét bi d6 dung day hoc t6i thiéu.

- Tham gia soan thao van ban tham muu cho hiu truéng ndi dung lién quan.

- Phu trach va truc tai diém truong An Bién, thuc hi¢n nhiém vu khac khi hi¢u truéng phan cong.

- Diéu hanh cong viéc khi hiéu truéng uy quyén.




Pho Hi¢u truéng

Nguyén Quynh Thu

- Phu trach cong tac nudi dudng trong nha truong.
- Xay dung ké hoach nuéi dudng, huéng dan 1am ho so s6 sach cong tac nudi dudng.

- Chi dao cham soc nuo6i dudng; Theo doi dich bénh; Kiém tra VSATTP; kiém tra cong tac v¢ sinh hang
ngay. theo doi surc khoe tré;

- Phu traich VHVN-TDTT. Cac phong trao thi dua
- Xay dung ké hoach kiém tra ndi bd ctia nha truong, ké hoach kiém tra cc hoat dong duoc phan cong.

- Phu trach cac phong trao, hoi thi do nganh, dia phuong phat dong. Phuy trach phan cong t6 chirc cac hoi
nghi 1 hoi.

- Xay dung ké hoach cac chuyén dé dinh dudng, chim séc nudi dudng, chi dao cong tac y té trudng hoc.
- Phu trach cong tac pho cap gido duc.

- Phu trach diém trung tdm; huéng dan chuyén mon, phu trach thuc hién ATGT trudng hoc, XD ké
hoach, chi dao va phdi két hop v&i phu huynh thuc hién tét cac phong trao, phong chdng dich bénh va|
cac quy dinh ATGT,

- Phu trach ché d6 chinh sach cho tré em.

- Tham gia soan thao van ban tham muu cho hi€u truéng ndi dung lién quan.

- Hudng dan gido vién kién thirc phong chdng tai nan thuong tich, k¥ ning song, kiém tra du gid gido
vién.

- Phy trach CNTT 1ap ké hoach trién khai cac hoat dong ng dung CNTT trong nha trudng. Kiém duyét
dang bai. Chi dao viét tin bai ding trén trang website ctia truong mdi thang it nhét 2 tin bai. Kiém soat
cong van di dén khanh tiét van phong, hoi nghi.




- Quan 1y chi dao cac phan mém theo quy dinh cua nganh.

- Tham gia giang day 4 tiét/ tuan.

- Phéi két hop véi hiéu trudng thue hién cong tic danh gia chuin nghé nghiép gido vién mam non, danh
oia xép loai dang vién, vién chic cudi nam.

- Thyc hién theo quyét dinh cua Hiéu truong, diéu hanh cong viéc khi hiéu truong Gy quyén.

- \Va tham gia sinh hoat chuyén mén tai t6 nha tré.

- Kiém nhiém cong tac thu chi dang phi chi bo.

Té trudng to Miu gido

Bui Thi Minh Thity

* T truéng:
- Xay dung ké hoach hoat dong chung cua t theo tuan, thang, nam hoc.
- T6 chitc SHCM dinh ki it nhat 2 tudn mét l1an.

- Boi dudng chuyén mon, nghiép vu, kiém tra danh gia chat luong hiéu qua gido vién trong t6, quan 1y,
su dung tai liéu do dung dd choi, thiét bi gido duc cac thanh vién trong td theo ké hoach nha truong.

- Tham gia d4nh gia xép loai gido vién theo Chuan nghé nghiép GVMN.

- Pé xuit khen thuong ki luat gido vién.

- Ki duyét gido an thanh vién trong t6, bdi dudng gido vién méi.

- Phoi két hop véi hiéu phé phu trach chuyén moén xay dung ké hoach gido duc nam hoc.

- Phy trach phong hoc thong minh, tham gia bdi dudng CNTT cho cac thanh vién trong t6. Hudng dan

2140 vién soan gido an online, duy¢t gido an cho cac thanh vién trong to.

- Quan 1y to chirc sinh hoat chuyén mén, huéng dan GV t6 chirc day chuyén dé, tiét mau, kiém tra ho so




gido vién hang thang, xép loai thi dua hang thang, hoan tat hd so cta t6 chuyén mon.

* Gido vién:

- Truc tiép giang day theo su phan cong cua BGH; 1én ké hoach nim, hoc ky, thang, tuan, chil nhiém 16p
4 tudi Al.

- Phéi két hop voéi gia dinh, trong viéc cham soc gido duc tré, va phong chong dich bénh.

- T6 chirc duy tri cac hoat dong cua 16p.

- Nghiém ttc thuc hién quy ché chuyén mon.

- Tham gia cong tac pho cap theo su phan cong diéu hanh cta truong ban pho cap.

To truwdng to nha tré

Nguyén Thi Nhung

* T4 truwdng:
- Xay dung ké hoach hoat dong chung ciia t6 theo tuan, thang, nim hoc.
- T6 chitc SHCM dinh ki it nhat 2 tudn mot lan.

- Boi dudng chuyén mon, nghiép vu, kiém tra danh gia chat luong hiéu qua gido vién trong t6, quan 1y,
st dung tai li¢u dd dung dd choi, thiét bi gido duc cac thanh vién trong td theo ké hoach nha truong.

- Tham gia dénh gia xép loai gido vién theo Chuan nghé nghiép GVMN.

- Pé xuit khen thuong ki luat gido vién.

- Ki duyét giao an thanh vién trong to, bdi dudng gido vién méi.

- Phoi két hop véi hiéu phé phu trach chuyén mon xay dung ké hoach gido duc nam hoc.

- Phy trach phong hoc thong minh, tham gia bdi dudng CNTT cho cac thanh vién trong to. Huéng dan

2140 vién soan gido an online, duy¢t gido an cho cac thanh vién trong to.




- Quan 1y t6 chirc sinh hoat chuyén mén, hudng dan GV t6 chuc day chuyén dé, tiét mau, kiém tra ho so
gido vién hang thang, xép loai thi dua hang thang, hoan tit hd so cta té chuyén mon.

* Gido vién:

- Truc tiép giang day theo sy phan cong cia BGH; 1én ké hoach nam, hoc ky, thang, tuan, chu nhiém
nhom tré¢ Al.

- Phoi két hop voi gia dinh, trong viéc cham séc gido duc tré, va phong chéng dich bénh.

- T6 chirc duy tri cac hoat dong cua 16p.

- Nghiém ttic thyc hién quy ché chuyén mén.

- Tham gia cong tac pho cap theo su phan cong diéu hanh cta truong ban pho cap.

Chi tich Cong Doan
Vo Thi Cai

- Pho chu tich Hoi dong thi dua khen thudng ctia nha truong.
- Xay dung ké hoach hoat dong Cong Poan.

- Phoi két hop cung véi Hiéu trudng trong cong tac thi dua khen thudng, ky luat, bao vé quyén loi hop
phéap chinh ddng cho can b gido vién nhan vién.

- Tham gia dénh gia xép loai gido vién theo Chuan nghé nghiép GVMN.

- Pé xuit khen thuong ki luat gido vién.

- Chii nhiém 16p 5 tudi A3 diém An Bién.

- Phoi két hop véi phu cong tac tuyén truyén phong chdng dich bénh, viéc cham séc gido duc tré.
- T6 chitc duy tri cac hoat dong ciia 16p.

- Nghiém ttic thyc hién quy ché chuyén mon.
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- Tham gia cong tac pho cép theo su phan cong diéu hanh cta trudng ban phd cap.

T6 truong VP- Nhan vién
Y té

Nguyén Thi Nhan

* To VP:

- Xay dung ké hoach hoat dong chung cua t6 theo thang, nim hoc

- T6 chitc SHCM dinh ki it nhat 2 tuin mét 1an/ thang

- Quan 1y chdm séc strc khoa tré.

+ Xay dung ké hoach kham sitrc khoe dinh ki va phén loai sitc khoe cho tré.

H+ Theo doi tinh hinh sirc khoe tré, thong bao dinh ki, khi can thiét cho cha me tré
H Do chiéu cao can ning, theo ddi su pt cia tré

+ Thuc hién so, cap clru, cham soc stc khoe ban dau cho tré. Phéi hop vdi Tram y t€ xa trong viéc cham|

soc, dieu tri tré em mac bénh.

+ Tham gia hudng dan gido duc vé sinh c4 nhan, vé sinh méi truong, vé sinh ATTP cho tré em, cung x4y
dung thuc don va khau phan an dam bao dinh dudng hop 1y

- Truyén thong gido duc strc khoe tré em.
- Tham gia cac 16p dao tao bdi dudng vé y té do nganh dé ra.
- So két, tong két cong tac y té hoc duong, bao co thong ké theo quy dinh.

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

- Xay dung ké hoach hoat dong y té cho nam hoc, kiém tra dam bao an toan thuc phém, dinh dudng.
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- Thyc hién nghiém tic phan mém quan 1y gido duc (Nhin vién Y té).

- Quan 1y tai san van phong va bép an ctia cac nhom 16p, kiém thi quy nha truong.

Nhan vién
hanh chinh — ké toan

bang Ngoc Diép

1. THU'C HIEN CHE PQ CHINH SACH, CAC KHOAN THU-CHI NGAN SACH

- Lap danh sach nang luong, phu cap tham nién nghé, nghi huu, ché do cua can bd giao vién nhan vién

trong trurong.

- Lap danh sach d& nghi nang lwong, phy cap tham nién nghé, nang luong trudc han, nghi huu, nghi ché
do cho can bo, gido vién, nhan vién nha truong gui Phong Giao duc va bao tao.

- Thuc hién coéng viéc bao tang, giam BHXH, BHYT, BHTN, ché d6 6m dau, thai san cho CBGV, NV
trong trudng .... (Om dau, thai san, chuyén di, chuyén dén, nghi huu, thoi viéc)

- Lap, theo ddi bang cham cong hang thang

- Hang thang nha trudng phai c6 ké hoach chi, ndi dung chi cu thé giri bd phan ké toan trudc ngay 05
hang thang. Hiéu truong nha trudng thong bao, trao doi, théng nhat véi ké toan vé danh muc chi theo
ding quy dinh hién hanh.

- Tap hop chimg tir chi thudng xuyén hang thang giri bo phan ké toan.
- Poi the, dé nghi cap lai thé cho CBGVNYV nha truong khi bi mét hoic sai sot thong tin

- Thuc hién ho so ky két, cham dut hop dong lao dong, hop dong thué khoan ciia gido vién, nhan vién
trong truong khi nha truong ¢ nhu cau.

- Theo ddi tai san ¢ dinh, cong cu dung cu tai noi st dung, 1ap thu tuc bao gidm tai san ¢ dinh, cong cu
dung cu khi bi héng khong st dung dugc.

2. CAC KHOAN THU-CHI THEO QUY PINH
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- P6i v6i khoan thu hoc phi: Thyc hi¢n viéc mua, viét, quyét todn héa don hoc phi.

- Tong hop danh sach thu hoc phi, ndp tién hoc phi sau khi ké toan kiém tra va lam tha tuc ndp kho bac.

- Tap hop chimg tir chi hoc phi giri ké toan

- Gui danh sach thu tién BHYT hoc sinh cho ké toan dé vao sd sach ké toan.

- Doi thé, dé nghi cap lai thé cho hoc sinh nha truong khi bi mat hodc sai s6t thong tin

- Kinh phi chiam séc sirc khoe ban dau duoc trich lai nha truong. Tap hop ching tir chi giri ké toan.

3. CAC KHOAN THU - CHI THEO THOA THUAN (Tién 4n bén tr(, cham soc ban tru,..)

- Guri ké hoach thu - chi cho ké toan

- Tap hop ho so cac khoan thu - chi hang thang giri ké toan dé cap nhat phan mém, ghi s6 sach ké toan

- D6i vai cac trudng co thuc hién bép an ban tri nha truong phai co trach nhiém cir ngudi theo ddi xuét,
nhap thuc pham, d6 kho, vat tu phuc vu ban trd... theo dung quy dinh. tip hop cac ho so lién quan cubi
thang giao lai cho ké toan kiém nhiém.

4. CHE PO THONG TIN, BAO CAO, KHAC

- Thuc hién cong tac bao céo, théng ké ché d6 chinh sach, nhan sy ...

- Quén 1y cac phan mém quan 1y nhan sy, ePmis.

- Nha truong bé tri noi cat giir va bao quan ho so, so sach, ching tir ké toan theo quy dinh.
- Gitup Hiéu truong 1én ké hoach thu chi tai chinh trong nha truong.

- Kiém tra hoan thién ching tir thu chi tai chinh hiéu truéng phé duyét

- Bam bdo day du cac loai ho so so sach theo yéu cau tham muu véi Hi¢u Trudng cong tac phan
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khai, sir dung nguén ngan sach duoc cap.

- Thyc hién cac chuong trinh hoi nghi true tuyén do nganh t6 chire dé can bo, GV, NV theo ddi.
- Viét va dang céc tin bai trén trang.

- Luu giit ho so nha truong.

- Tham gia sinh hoat t6 van phong.

-Theo ddi cong van di, dén, chuyén cong vin dén B/c Hiéu truong.

- Soan thao van ban tham gia phu tradch CNTT nha truong;

- Phu trach quan li trang website, cdc van ban va dir liéu phuc vu truong hoc trén trang thong tin nha
truong, phu trach dang nhap phong hop truc tuyén.

- HO tro PHT phu trach phan mém kiém dinh chit luong gido duc. Tham muu soan thdao vin ban; béo céo

nhirng ndi dung co lién quan.

- Thuc hién cac nhiém vu khac dugc Hiu trudng giao

Nhiém vu chung di véi
giao vién

- Trau doi dao dirc,giir gin pham chat, danh dy uy tin nha gido, gwong mau thuong yéu tré, dbi xtr cong
bang va ton trong nhan cach cia tré; Bao vé cic quyén va loi ich chinh dang cua tré, doan két gitip dd|
dong nghiép.

- Tuyén truyén phd bién kién thirc khoa hoc nuéi day tré cho cha me tré, cach phong chéng dich bénh
covid 19, chu dong phdi két hop véi gia dinh tré dé thuc hién muc tiéu gido duc tré em
- Gi4o vién tu rén luyén stc khoé. Thuc hi¢n dung ndi quy, quy tac ung XU cua nha truong. Bi lam diang

id. Khong bo gio, bo budi trong gitr tré, khong nhd ngudi khac trong thay néu khong dugc sy dong v
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cua Ban giam hi¢éu nha trudong

- Phan cong gido vién gin véi trach nhiém dbi véi 10p, dbi voi hoc sinh. Chju trach nhiém vé an toan tinh
mang cua tré khi phy huynh gui con tai 16p, truong do minh chu nhi€ém hoac khi dugc phan cong trong

thay theo sy diéu dong cua nha truong.

- Thuc hién cac nghia vu cong nhén, cdc quy dinh cua phéap luadt va cua nganh, cac quy dinh ctia nha
truong, quyét dinh cua Hiéu truong

- Thyc hién theo dung chwong trinh, tuyét dbi khong duogc day tré trudc chuong trinh, khong dugc day thém tré
& nha khi chua duoc su cap phép ciia cac cap lanh dao, ra vao cong truong phai khoa cong.

- Thyc hién nghiém tic phan mém Quan 1y gido duc (gi&o vién)

- Bdo v¢€ an toan suc khde, tinh mang cuia tré em trong thoi gian tré em ¢ trudong.

10

GVCN I6p 5 tudi A1l
Nguyén Thi Van Anh
Tran Thi Dung

- Chu nhiém 16p mau gido 5 tudi Al trung tam.

- C6 nhiém vu t6 chire cho tré hoat dong theo chuong trinh thoi khoa biéu.

- Phoi két hop véi gia dinh trong viéc chiam soc gido duc tré.

- T6 chuc duy tri cac hoat dong cua 16p.

- Thyc hién su phan cong cta to chuyén mon.

- Nghiém ttc thuc hién quy ché chuyén mon.

- Tham gia cong tac pho cap theo su phan cong diéu hanh cta trudng ban phd cap.
- Thuc hién tot cong tac phong chng dich bénh.

- Bdo v¢€ an toan strc khoe, tinh mang cua tré em trong thoi gian tré em ¢ truong
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- Chu nhiém 16p miu gido 5 tudi A2 trung tim
- C6 nhiém vu t6 chirc cho tré hoat dong theo chuong trinh thoi khoa biéu.
- Phéi két hop voi gia dinh, trong viée chdm soc gido duc tré.

- T6 chirc duy tri cac hoat dong cua 16p.

GVCN 16p 5 tudi A2 | Thyc hién sy phan cong cia t6 chuyén mén
11 .
Tran Thi Bén - Nghiém tac thyc hién quy ché chuyén mon.
- Thuc hién tot cong tac phong chdng dich bénh.
- Bao v¢ an toan suc khoe, tinh mang cua tré em trong thoi gian tré em & truong
- Tham gia cong tac pho cap theo su phan cong dicu hanh cia truong ban pho cap.
- Thu ky hoi déng va truong ban thanh tra nhan dén.
- Chi nhiém 16p 4 tudi Al trung tim.
- C6 nhiém vu t6 chirc cho tré hoat dong theo chuong trinh thoi khoa biéu.
. - Phoi két hop voi gia dinh, trong viéc cham séc gido duc tré.
GVCN lép 4 tuoi Al i
- TG chirc duy tri cac hoat dong cua 16p.
12 Bui Thi Minh Thuy _ ) . _ .
- Thuc hién sy phan cong cua t6 chuyén mon, nghi€ém tac thyc hién quy ché chuyén mon.
Hoang Thi Binh

- Tham gia cong tac phd cap theo su phan cong diéu hanh ctia truéng ban pho cap
- Thyc hién t6t cong tac phong chong dich bénh.

- Bdo v¢€ an toan strc khoe, tinh mang cua tré em trong thoi gian tré em ¢ truong
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- Chu nhiém 16p 4 tudi A2 trung tim
- C6 nhiém vu t6 chirc cho tré hoat dong theo chuong trinh thoi khoa biéu.

- Phéi két hop voi gia dinh, trong viée chdm soc gido duc tre.

GVCN 16p 4 tudi A2 9
. - T6 chtrc duy tri cac hoat dong cua 16p.
13 Nguyen Thi Thu . ' ' .
- Thuc hién sy phan cong cua t6 chuyén mon, nghiém tac thyc hién quy ché chuyén mon.
- Tham gia cong tac pho cp theo su phan cong diéu hanh cta trudng ban phd cap
- Thuc hién tot cong tac phong chdng dich bénh.
- Bdo v¢ an toan suc khoe, tinh mang cuia tré em trong thoi gian tré em & truong.
- Chu nhiém 16p 3 tudi Al trung tim
- C6 nhiém vu t6 chirc cho tré hoat dong theo chuong trinh thoi khoa biéu.
, - Phoi két hop voéi gia dinh, trong viéc cham soc gido duc tré.
GVCN lép 3 tuoi Al .
. . - T6 chirc duy tri cac hoat dong cua 16p.
14 Tran Thi Hién , . . .
B - Thuc hién sy phan cong cua t6 chuyén mon, nghiém tac thyc hién quy ché chuyén mon.
Nguyen Thi Lirng

- Tham gia cong tac pho cp theo su phan cong diéu hanh cia trudng ban phd cap
- Thuc hién tot cong tac phong chng dich bénh.

Bdao v¢ an toan strc khoe, tinh mang cua tré em trong thoi gian tré em ¢ truong
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GVCN 16p 3 tudi A2

- Chu nhiém 16p 3 tudi A2 trung tim
- C6 nhiém vu t6 chirc cho tré hoat dong theo chuong trinh thoi khoa biéu.
- Phéi két hop voi gia dinh, trong viée chdm soc gido duc tré.

- T6 chirc duy tri cac hoat dong cua 16p.

15 Chu Thi Hoai Giang ' . ' _ ,
3 - Thuc hién sy phan cong cua t6 chuyén mon, nghi€ém tac thyc hién quy ché chuyén mon.
Nguyén Thi Kim Oanh o . i i .
- Tham gia cong tac pho cap theo sy phan cong diéu hanh cta trudng ban phod cap
- Thuc hién tot cong tac phong chdng dich bénh.
- Bdo v¢ an toan strc khoe, tinh mang cua tré em trong thoi gian tré em & truong
- Cht nhiém Nhom tré Al trung tam.
- C6 nhiém vu t6 chirc cho tré hoat dong theo chuong trinh thoi khoa biéu.
GVCN Nhom tré Al L
. - Phoi két hop véi gia dinh, trong viéc cham soc gido duc tré.
Nguyén Thi Nhung .
- T6 chirc duy tri cac hoat dong cua 16p.
Bui Thi Phwon . .
16 ) g - Thuc hién sy phan cong cua t6 chuyén mon, nghi€ém tac thyc hién quy ché chuyén mon.

Pham Thi Phwong
Nhung

- HO tro CNTT va phong hoc thong minh theo su chi dao cua PHT.
- Tham gia cong tac pho cdp theo su phan cong diéu hanh cia trudng ban phd cap
- Thyc hién t6t cong tac phong chong dich bénh.

- Bdo v¢€ an toan strc khoe, tinh mang cua tré em trong thoi gian tré em ¢ truong
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- Chu nhiém 16p mAu gido 5 tudi A3 diém An Bién
- C6 nhiém vu t6 chirc cho tré hoat dong theo chuong trinh thoi khoa biéu.

- Phéi két hop voi gia dinh, trong viée chdm soc gido duc tré.

GVCN 16p 5 tudi A3 9

- T6 chtrc duy tri cac hoat dong cua 16p.

17 Vo Thi Cai . _ ' , o

3 - Thuc hién su phan cong cua to chuyén mon, nghiém tic thuc hién quy ché chuyén mén.
Nguyén Thi Héi . A r A A A A A \ 5 5 A A
- Tham gia cong tac pho cap theo sy phan cong diéu hanh cta trudng ban phod cap
- Thuc hién tot cong tac phong chdng dich bénh.
- Bao v¢ an toan suc khoe, tinh mang cua tré em trong thoi gian tré em & truong
- Gido vién chil nhiém 16p 4 tudi A3 diém An Bién
- C6 nhiém vu t6 chirc cho tré hoat dong theo chuong trinh thoi khoa biéu.
, 2. - Phéi két hop voi gia dinh, trong viée cham soc gido duc tré.
GVCN lop 4 tuoi A3 o o A o
x . - TG chtrc duy tri cac hoat dong cua 16p.
18 Nguyén Thi Anh L = z o . .2
: o + [ Nghiém tuc thyc hién quy che chuyén mon, sy phén cong cua t6
Nguyén Thi Thu Huyén | Tham gia cong tac phd cip theo sy phin cong diéu hanh cua trudng ban phd cip

- Thyc hién tot cong tac phong chong dich bénh.
- Bdo v¢ an toan suc khoe, tinh mang cua tré em trong thoi gian tré em & truong
- Chu nhiém 16p 3 tudi A3 diém An Bién

19 GVCN lop 3 tudi A3 | Co nhiém vu t chirc cho tré hoat dong theo chuong trinh thoi khoa biéu.

Chu Thi Quyén - Phéi két hop voéi gia dinh, trong viéc cham soc gido duc tré.

- T6 chitc duy tri cac hoat dong cuia 16p.
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- Thyc hién sy phan cong cia to chuyén mén, nghiém tuc thuc hién quy ché chuyén mén.
- Tham gia cong tac pho cap theo su phan cong diéu hanh cia trudng ban phd cap
- Thuc hién t6t cong tac phong chong dich bénh.

- Bdo v¢ an toan suc khoe, tinh mang cta tré em trong thoi gian tré em & truong

- Chii nhiém nhom tré A2 diém An Bién
- C6 nhiém vu t6 chire cho tré hoat dong theo chuong trinh thoi khoa biéu.

- Phoi két hop véi gia dinh, trong viéc chim séc gido duc tré.

GVCN nhom tré A2 . L A o
x L - To chure duy tri cac hoat dong cua 16p.
20 Nguyén Thj Thuy . o L . L
L - Thuc hién sy phan cong cua té6 chuyén mon, nghiém tuc thyc hién quy ché chuyén mon.
Pham Thi L¢ Dung | Tham gia cong tac pho cap theo sy phan cong diéu hanh cia trudng ban phd cap
- Thyc hién tot cong tac phong chong dich bénh.
- Bdo v¢ an toan suc khoe, tinh mang cuia tré em trong thoi gian tré em & truong
* Nhan vién: Lé Vin Chién
- Thyc hién chong coi bao quéan tai san ctia nha trudng, xe cd cia CB,GV,NV diém truong trung
Nhan vién bao vé¢  [tdm thon Pam Thuy .
’1 - Truc va lam viéc 24/24, c¢6 trach nhiém déng cong va mé cong theo quy dinh ctia nha trudng.

- Bdo v¢ an toan stic khoe, tinh mang cua tré em trong thoi gian tré em & truong

- Thuc hién nhiém vu khac do HT hodc PHT phan cong.

- Trong thoi gian truc chiu trach nhiém chim sdc, cit tia cay canh diém trudng trung tim
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* Nhan vién: Nguyén Viét Khiét

- Thuc hién chong coi bao quan tai sdn ctia nha truong, xe ¢ cua CB,GV,NV diém 1é An Bién
- Truc va lam viéc 24/24, ¢ trach nhiém dong cong va mé cong theo quy dinh ciia nha truong.
- Trong thoi gian truc chiu trach nhiém cham soc, cat tia cay canh diém 1é An Bién

- Bdo v¢ an toan suc khoe, tinh mang cua tré em trong thoi gian tré em & truong

- Thuc hién nhiém vu khac do HT hodc PHT phan cong.

22

Nv Cap dudng

- Thyc hién nhiém vu dugc giao theo ké hoach va su phan cong cua Ban giam hi¢u nha truong
- Thyc hién quy ché chuyén mon nghé nghiép va chip hanh ndi quy cta nha trudng

- Pam bdo an toan cho tré trong an udng va sinh hoat tai nha truong, tuan thu cac quy dinh vé v¢€ sinh an|
toan thuc pham trong ché bién an uong cho tré, ddm bao khong dé sdy ra ngd doc thirc an doi voi tré.

- Trau doi dao dirc, gir gin pham chat, danh du uy tin ciia ban than va nha trudng.
- Tu rén luyén stc khoé.

- Thuc hién cac nghia vu cong nhan, cac quy dinh cua phéap ludt va cua nganh, cdc quy dinh ctia nha
truong, quyét dinh cua Hiéu trudng.

- Khong xuc pham danh du nhan phidm, xAm pham than thé tré em va dong nghiép.
- Khong xuyén tac ndi dung gido duc

- Khong bo gio, bé budi, khong nhd ngudi khac 1am thay néu khong dugc sy dong ¥ ctia Ban giam hiéu
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nha trudong, ra vao truong phai khoa cong.

- D61 xur cong bang voi tré.

- Khong b6t xén khiu phan dn cua tré, khong 1am viée riéng khi dang to chire cac hoat dong nudi dudng,

cham so6c gido duc tré

- Bdo v€ an toan vé sttc khoé tinh mang cua tré trong thoi gian tré & nha truong,

- Thuc hién tét cong tac phong chong dich bénh .

- Sinh hoat tai to chuyén mon nha tré.

23

Nhén vién lao cbng

* Nhan vién lao cong:

- Don vé sinh toan b0 san trudng, cong trudng, vuon trudng.

- Don vé sinh nha vé sinh khu hiéu b va hanh lang tﬁng 2 day nha hiéu bd.

- Nhé co, chdam s6c vuon hoa, bon cay khu trung tam.

- Thu gom rac dé dung noi quy dinh.

- Thuc hién nhiém vu khac do HT hodc PHT phan cong.

HIEU TRUONG

e

Nguyén Thi Sau
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PHAN CONG GIANG DAY
N ) . A 5 . SO HQC
TT TEN LOP DIEM TRUONG PHAN CONG GV TRINH bQ CM SINH
i i Nguyén Thi Van Anh Pai hoc
1 5tudi Al Diém trung tdm - 32
Tran Thi Dung bai hoc
2 5 tudi A2 Piém trung tam Tran Thi Bén bai hoc 16
i ) Vo Thi Cai bai hoc
3 5 tudi A3 Diém I¢ An Bién - 21
Nguyén Thi Hai bai hoc
i . Bui Thi Minh Thuy Pai hoc
4 4 tuoi Al biém trung tam 28
Hoang Thi Binh Pai hoc
5 4 tudi A2 Diém trung tim Nguyén Thi Thu DPai hoc 22
) i Nguyén Thi Anh bai hoc
6 4 tudi A3 Diém I¢é An Bién - - 27
Nguyén Thi Thu Huyén Dai hoc
) i Nguyén Thi Lung Dai hoc
7 3 tudi Al Diém trung tdm - - 26
Tran Thi Hién bai hoc
i i Nguyén Thi Kim Oanh bai hoc
8 3 tudi A2 Diém trung tdm - 22
Chu Thi Hoai Giang Trung cap
9 3 tudi A3 Diém 1¢ An Bién Chu Thi Quyén Pai hoc 14
Nguyén Thi Nhung DPai hoc
10 | Nhom tré Al Diém trung tim Bui Thi Phuong Pai hoc 36
Pham Thi Phuong Nhung Cao dang
i Nguyén Thi Thuy DPai hoc
11 | Nhomtré A2 | Diém 1é An Bién - 18
Pham Thi Lé Dung Cao dang
TONG CONG 262

(Tong so gido vién la:21 d/c, phdn cong 20 d/c, B/c Neuyén Thi Huyén do
UBND TX biét phai tai PGD, duoc phdn cong day thay)

HIEU TRUONG

Nguyén Thi Sau
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