UBND TP GIA NGHIA CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG MN TAN LAP THANH Déc lap — Ty do — Hanh phiic
86: 16/QD-TLT Nghia Trung, ngay 5 thang 9 nam 2023
QUYET PINH

V/v phdan cong nhiém vu cho can bg, gido vién, nhdan vién, nam hoc 2023-2024

HIEU TRUONG TRUONG MAM NON TAN LAP THANH

Can ctr Luat to chic HDND va UBND ngay 26/11/2003 ctia nude cong hoa xi
hoi chu nghia Vi¢t Nam;

Can ctr Nghi dinh 115/2020/NB-CP ngay 25/9/2020 ciia Chinh phii quy dinh vé
tuyén dung, sir dung va quan 1y vién chirc;

Cén ctr Nghi dinh 138/2020/ND-CP ngay 27/11/2020 ctia Chinh phu quy dinh
vé tuyén dung, st dung va quan 1y vién chc;

Can ctr cude hop hoi dong ngay 25/8/2023 vé viéc phan cong nhiém vu cho can

bd, gido vién, nhan vién nam hoc 2023-2024;

QUYET PINH

Piéu 1: Phan cong nhiém vy ndm hoc 2023-2024 cho cén bg, gido vién, nhan
vién nha truong (Co bang phdn cong nhiém vu kem theo).

Piéu 2: Can by, gido vién, nhan vién nha truong can cir bang phan cong nhiém
vu nam hoc 2023-2024 thyc hi¢n theo dung chirc nang, nhi¢ém vu da phan cong.

Piéu 3: Ban giam hiéu, Hoi dong nha truong, bd phan tai chinh va cac dong chi
c6 tén tai Didu 1 chiu trach nhiém thi hanh quyét dinh nay.

Quyét dinh c6 hiéu lyc ké tir ngay ky./.

Noi nhin: HIEU TRUONG
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Nguyén Hoang Quyén



UBND TP GIA NGHIA
TRUONG MN TAN LAP THANH

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap — Ty do — Hanh phtc

BANG PHAN CONG NHIEM VU
NAM HQC 2023-2024

Nghia Trung, ngay 6 thang 9 nam 2023

Chire . Kiém
Trinh
TT Ho va tén vu/Dang 46 CM nhiém/ | Ngach | Ma ngach Cong viéc dam nhiém
0
vién ) Lép
- Chi dao chung cac hoat dong cua nha
truong. Quan ly nhan sy, quan 1y tai chinh,
. tai san, quan ly hoc sinh cua nha trudng.
Hiéu , .
. - Phy trach cong tac ki€ém dinh chat lugng
Nguyén Hoang truong — | Clr nhan GVMN '
1 i V.07.02.04 | gido duc nha truong.
Quyeén bang MN hang 11 ,
. - Phu trach cong tac xay dung co sé vat chat
vien
cua nha truong.
- Phuy trach cong tac phd cap gido duc xda
mu tir 0-60 tudi clia nha trudng.
PHT PBT chi - Phu trach chuyén mon cta nha trudng
. ‘ Ctornhan | bo-chu | GVMN - Phu tréch cong tac ban tra — CSVC cta nha
2 Pham Thi Nhoi Dang V.07.02.05
. MN tich hang Il trrong. Tham muu cho hiéu trudéng va chiu
vien

cong

trach nhiém truéc BGH vé hoat dong lién




doan

quan dén cong tac ban tra — CSVC

- Phu trach cong tic BDTX, TDTT, Van
ngh¢, lao dong.

- Chiu trach nhiém chi dao va quan ly cac
hoat dong cua nha truong khi hiéu truong uy
quyén.

- Chiu trach nhiém xay dung ké hoach, chi
dao thuc hién nhiém vu cua Cong doan nha
truong . Phéi hop véi BGH t6 chirc cac hoat
dong, phong trao trong nam hoc 2023-2024.

Chu nhiém 16p Choi. Thuc hién nhiém vu

. Giao GVMN ciia 1 gido vién. Tham gia diy du cac hoat
Do Thi Hoa n TCMN V.07.02.06 '
Vién hang IV dong, phong trao cia nha trudong, thuc hién
nhiém vu do hi€u truéng phan cong.
Chu nhiém 16p Mam. Thyc hién nhiém vu
, Giao Cu nhan GVMN ciia 1 gido vién. Tham gia diy du cac hoat
Bé Thi Kim Lién n V.07.02.05 '
Vién MN hang III dong, phong trao cua nha truong, thuc hién
nhiém vu do hi€u trudng phan cong.
N GV- Cha nhiém 16p Mam. Thyc hién nhiém vy
Nguyén Thi Thanh Cu nhan GVMN . . o
Dang V.07.02.05 | cua 1 gido vién. Tham gia day du céc hoat
Ha . MN hang 111 _
Vién dong, phong trao cua nha truong, thuc hién




nhiém vu do hi€u trudng phan cong.

Chu nhiém 16p L4 2. Thyc hién nhi¢m vu

cua 1 gido vién. Khoi truéng chiu trach

Chi uy _ . . ,
GV- . ] nhiém xay dung ké hoach, don doc, nhac
Ctr nhan | vien-Ph6 | GVMN .
Pham Chau Phuong | Dang A V.07.02.04 | nhd, kiém tra thuong xuyén cac hoat dong
. MN CT cOng | hangII L .
Vién do: cua khoi l4. Tham gia day du cac hoat dong,
oan
phong trao ctia nha truong, thyc hién nhiém
vu do hi¢u truéng phan cong.
Chu nhiém 16p 1a 1. Thuc hién nhiém vu cua
_ Giao | Cur nhéan GVMN 1 gi4o vién. Tham gia day du cac hoat dong,
Lé Thi Ngoc Han . V.07.02.06 _ _
vien MN hang IV phong trao ctia nha truong, thyc hién nhiém
vu do hi¢u truédng phan cong.
Cht nhiém 16p Choéi. Thuc hién nhiém vu
cia 1 gido vién. Khdi truong chiu trach
Gia nhiém xay dung ké hoach, dén dbc, nhic
120 , 5
. ' » Khoi nhd, kiém tra thuong xuyén cac hoat dong
Nguyén Thi Thuy vien — | Ctr nhan GVMN . . ,
. truong V.07.02.04 | cua khoi mam-chdi. Phoi hgp véi chu tich
Hang Dang MN .| hanglI ,
» khoi La cong doan t6 chuc cac hoat dong cong doan,
vien

tham hoi 6m dau, hiéu hy kip thoi. Tham gia
day du cac hoat dong, phong trio ciia nha

truong, thuc hi¢n nhiém vy do hiéu trudng




phan cong.

Chu nhi¢m 16p La 1. Thyc hién nhiém vu
ciia 1 gido vién. Tham gia diy du cac hoat

dong, phong trao cua nha truong, thuc hién

Giao nhiém vu do hiéu truéng phan cong.
vien— | Cinhidn | Bithu | GVMN Bi thu chi doan: Xay dung ké hoach hoat
9 Pham Thi Phuong ‘ V.07.02.04 , , . _
Dang MN chi doan | hang Il dong, don doc nhdac nhé doan vién chi doan
vién thuc hién c6 hi€u qua cac nhiém vu cua chi
doan. Chiu trach nhiém truéc BT chi bg,
hiéu truong nha trudng cac nhi€ém vu cua chi
doan
Giao Chu nhiém 16p La 2. Thuc hién nhiém vu
N . vién — | Cr nhan ) GVMN ciia 1 gido vién. Tham gia diy du cac hoat
10 | Nguyén Thi Hong La3 V.07.02.05 _
bang MN hang II1 dong, phong trao cua nha truong, thuc hién
vién nhiém vu do hiéu trudng phan cong.
il Khoi Cht nhiém 16p L& 3. Thyc hién nhiém vu
120 \
] truong cia 1 gido vién. Tham gia day du cac hoat
vién — | Cir nhan . GVMN
11 Duong Thi Thanh khoi V.07.02.05 | dong, phong trao ctia nha truong, thuc hién
Dang MN . hang 111
. Mam- nhi¢m vu do hi€u truong phan cong.
vien \
Choi
12 Chu Thj Tham Gido | Cirnhan | Mam | GVMN |V.07.02.05 | Cha nhi¢ém 16p L& 3. Thuc hién nhiém vu




Vién — MN hang III ciia 1 gido vién. Tham gia day du cac hoat
Dang dong, phong trao cua nha truong, thuc hién
vién nhi¢m vu do hi€u truong phan cong.

Thuc hién chi tra cac ché do cho can bd,
giao vién, nhan vién va hoc sinh. Thanh
quyét toan cac chung tir ké toan nha trudng
mot cach kip thoi, déy du, chinh xac.

Ké toan Tham muu cho HT trong cdng tac tai
13 Tran Hoai Nam -Pang | Paihoc | Vin thu chinh. Lam hd so s6 sach, chimg tir ban tru.
vién Thuc hién ddy du cac nhiém vu cioa mot
nhan vién ké toan. Cong khai tai chinh theo
quy dinh. Lam cac cong viéc khac do BGH
phén cong, cac céng viéc cta nhan vién van
thu.
Lam cong tac y té truong hoc. Can do
, va theo ddi biéu do phat trién cua tré. Kiém
Y t€ hoc . . .
tra viéc xuat nhap thuc pham, 1én thyc don
. _ duong — | Y sy da N
14 | Tran Thi Thu Thao Tha quy va luu mau thirc an hang ngay.
Dang khoa . 3 .
. Xay dung khau phan an cung cap dung
vien

va du nhu cau dinh dudng cho tré, dam bao

1200 kcalo/ngay. Thuc hién ché do an hop




1y cho tré.

Nhép s6 liéu phd cip x6a mu chir tir 0-
60 tudi.

Thu, chi tai chinh nha trudng. Phdi hop
v6i ké toan thanh quyét toan cac khoan day
du, kip thoi, cong khai, minh bach. Lam cac

cong viéc khac do BGH phén cong.

Truc truong theo quy dinh, bao vé

CSVC cua nha truong. Tham muu cho Ht

15 Pham Van Su Bao vé cong tac stra chira, bao vé CSVC. Chiu trach
nhi¢m sua chira nho trong nha truong. Lam
cac cong viéc khac do BGH phéan cong.

Nau an cho tré dam bao khau phan in cta
tré, dam bao an toan vé sinh thuc pham khi

16 Trinh Thi Luu Ciap (I;ZI; ché bién thuc an. Vé sinh khu vuc bép an

dudng sach s€. La 1 nhan vién ctua nha truong,
A tham gia diy di cac hoat dong cta nha

truong.
. Hop Nau an cho tré dam bao khau phan an

17 Lam Thi Qué Cflp déng cua tré, dam bao an toan vé sinh thuc phém

dutng NH khi ché bién thirc an. V& sinh khu vuc bép an




sach s€. La 1 nhan vién cua nha trudng,
tham gia ddy du cac hoat dong cta nha
truong. Don dep vé sinh khu vuc nha vé sinh
cac 16p hoc. La 1 nhan vién cua nha truong,

tham gia ddy du cac hoat dong cta nha

truong.

HIEU TRUONG

Nguyén Hoang Quyén







