
UBND PHIJONG TAy NHa TRANG
TRTTONG mAu NoN viNTT TRUNG
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QWnrDf\rH
Phdn cdng lao tlQng cho cdn F0 quan lj, vi6n chric, ngudi lao tlQng

Trudng Mffm non Vinh Trung

Hrpu rntIOxG TRUOT.{c MAM NoN viNH TRTJNG

Cdn c{r chuc ndng, nhiQm vqt vd quyin hgn cila Hi€u tradng tqi Diiu tQ Tradng
Mdm non theo Th6ng u s6 S2/TT-BGDDT ngdy 3I/12/2020 cfia B0 Gido duc vd Ddo
tgo ban hdnh Diiu lQ truong *d.* ror;

Cdn c* Th6ng tu 19/2023/TT-BGDDT ngdy 20/10/2023 Hudng ddn vi tr{ viQc
t\ ,( .^ 7 , .7 7 , j

ldm, co cdu vi€n chuc theo chdrc danh ngh€ nghiQp vd dinh mdtc s6 laqng ngudi ldm
viQc trong cdc co sd gido dqc mdm non c6ng lQp;

Cdn c{r tinh hinh thwc td cila nhd trudng vd y€u cdu nhiQm vqt c6ng tdc, ndng
lryc cdn bQ qudn ly, vi€n chdrc, ngudi lao dQng cilq nhd trudng.

QUYET D!NH:

Di6u 1. Phdn cdng n]riQm v,,r, quyAn h4n cria C6n bQ quin ly, vi6n chfc,
ngudi lao dQng Trudng Mdm non Vinh Trung ndm hgc 2025-2026 kC tir ngey
011812025 (C6 b6ng ph6n cdng kdm theo).

Di6u 2. Cfun b$ quin ly, vi6n chirc, ngudi lao ilQng Trucrrg MAm non Vinh
Trung cdn cri vdo nhiQm vu cu th6 dugc phqn cdng c6 trdch nhiQm xdy dpg k6
hopch hopt dQng vd c6c gihiphSp thi6t thgc cl€ thgc hiQn kO hopch cho pht hqrp v6i
vitri viQc ldm vd hodn thdnh tdt nhiQm vp dugc giao.

Didu 3. C6c b0 phQn, t6 chric, c6n bQ quin ly, vi6n chric, ngudi lao dQng
. * .lTrulng MAm non Vinh Trung chiu tr6ch nhiQm thi hdnh.

Quy6t clfnh ndy kC tt ngdy ky.

Noi nhQn:
- Nhu cli6u l;
- Luu: VT.

CQNG HOA XA HQI CHO NGHIA VIET NAM
DOc l4p - TU do - Hanh phfc

Tdy Nha Trang, ngdy 01 thdng B ndm 2025
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y*X.l;ty.gT-o-rJ-Tyl5tl-c^ ceNG HoA xA ngr cH0 Ncni.r vrnr NAM
TRTIONG uAvr NoN viNrr TRUNG DOc lOp - Tu do - Hanh phric

pHAN coNc LAo ?eNc cHo cAN Be euAN Lv, vrtN cHlrc,
NGUOr LAo ?Qrvc rnUor'vc rvrArir ioN viNir inuNc

(Ban hdnh kdm theo Quy€t dinh s6 64/QD-MNW ngdy 0t/8/2025 cr)a HiQu tru7ng
Trudng Mdm non Wnh Trung)

r. rHAN cONc NHrpM vU cuA cAN Be euAN LV
1. HiQu Tru0ng: Vd ThiAnh Tuy6t
- Ldnh dpo nhd trucmg thuc hi6n tdt duong l6i, chri trucrng chinh s6ch ctra

d6ng, ph6p ludt cria nhd nu6c, thgc hiQn t6t nhiQm vp ndm hgc.

- Chir tdi kho6n, 3utnly tdi chinh, chi dpo chung mgi hopt dqng nhd trucnrg,
chiu s1r lSnh dao tryc ti6p cria Phdng Vdn ho6 Xd h6i vd UBND phucrng Tay Nh"a
Trang.

- Truc ti6p php trdch, diau dQng c6ng t6c i) chric nh6n su, tdi chinh t<6 torln
xay dpg co ban, kti hopch tuy6n :inh, xay dung k6 hopch ndm hgc, th6d; ;;d"
ctia dcrn vf b6o c6o cdc hopt dQng vd Phong Vdn ho6 Xe h6i vd UBND phucrng T6y
Nha Trang.

- Cht tich hQi d6ng thi dua, khen thucrng lcj, lupt.

- Chiu ttilchnhiQm tO chric, quin Iy cilchoat d6ng vd ch6t luqng nu6i duong,
chdm s6c gi6o dqc tr6 cua nhd trudrng.

; Xdy dung quy hopch ph6t trirSn nhd trucmg, lOp kti hopch vd t6 chirc thuc
hiQn k€ hopch gi6o dgc cita ndm hgc, b6o cfuo, dfnh gi6-kCtqu6 thgc hiQn tru6c HQi
cl6ng trudrng vd c6c c6p c6 thAm quyAn.

The{ lpp c6c td chuy€n"m6n, t6 vdn phdng vd c6c hQi d6ng tu v6n trong
nhd trudng, bO nhiQm t6 trucrng t6 ph6.

- Thgc hiQn cdc nhiQm vp quin ly c6nbQ, gi6o vi6n, nhdn vi6n theo quy dinh
c:i,a ph6p lupt; thgc hiQn quy t6c img.xri cria c6n bQ qu6n ly theo quy dffi; x6yogt o"_.1"u:1ph6t tri6n nang tgc ng[A nghiep cho gi6ovi6n, nh6n ui'err; dQngvi6n
vd tqo ili6u kiQn cho gi6o vi6n vd nhdn vi6n tham gia cilc hopt dQng d6i m6i gi6o
dyc;.tham gia qu|trinh tuy6n dung, thuy€n chuyiSn gi6o vi€n, gi6i'thlQu nh6n rI Oe
b6 nhi6m ph6 hiQu trucmg.

. r ,- : thi c14o Ph6 hi6u trucmg t6 chric hgp chuy6n m6n cho c6c t6 chuyen m6n 2
hn/l th6ng.

- Ti6p ntr0n tr6 em, quin ly tr| em vd cdc hoqtdQng nu6i duong, ch6m s6c,
gi6o dpc tr6 em cria nhd trudrng, quytit dinh khen thuong, ph6 duyQt tct qua d6nh
gi6tr6 theo cric nQi dung nuoi dudng, ch6m s6c, gido apc tre em do BO Gi6; dgc vd
Ddo tpo quy dinh
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- Chi d4o vd ki6m tra viQc thyc hiQn hd scr ki6m dinh ch6t luqng gi6o dgc vd
rl " Ipho cap tr6 m6m non 5 tu6i.

- Tham gia sinh ho4t cung t6 chuyOn mdn nhd tr6,3-4 tu6i vd td vdn phdng;

- Tham gia cilc ho4t dQng gi6o dpc 2 giiill tuAn ho{c du gid GY 2 gio/tuAn.

- TO chirc thgc hiQn quy ch6 ddn cht d co sd; thgc hiQn xd hQi ho6 gi6o duc;
r i. r .Aph6i hgp td chric, huy dQng c6c lgc loqtrg xd hQi.cing tham gia hopt dQng gi6o

dgc, ph6t huy vai trd cria nhd trusng d6i vdi cQng d6ng.

2. Ph6 HiQu tru0ng: Thii Vin Anh phg trfch chuy6n m6n nu6i dudng,
chlm s6c

- Phr,rtr6ch quin ty di6m 1 (T6 9 - V6 Canh)

- Tham gia ki€m tra thlrc ph6m giSm s6t n6u s6ng di6m minh php tr6ch.
 .\ ,^ r\ -1 ^^- Gid gi6c ldm viQc: S6ng: 6h30 -> 11h30; Chi€u: l4h -> 17h00

Ca gitm s6t ch6 bi6n s6ng: S: 6900 -> 11900; C: L4g -> 17g(di theo tuAn)

Cdn l4i: 8 gid/ ngdy (S6ng: 6h30 -> 11h30; Chi6u: l4h -> 17h00)

- Girip viQc cho HiQu tru&ng, chfu tr6ch nhiQm tru6c HiQu trucrng vd c6p tr6n
c6c c6ng viQc dugc phdn c6ng.

- Di6u hdnh ho4t dQng cria nhd trucrng khi dugc HiQu trucmg iry quy6n

- Tham gia'sinh hopt chuy6n m6n vdi c6p du0ng, tO GV

- Qu6n ly hoat dQng nudi dudng chdm s6c tr6, ho4t dQng ngdy hQi ngdy 16.

vd dim b6o an toirn c6c l6p

- QuAn lj md nhpc trong thcri gian d6n tri tr6 vd th6 dpc s6ng tpi di6m minh
phq tr6ch

- Kh6o sdt gi6 cA hdng ho6, thgc phAm, ki6m tra ch6t lugrng hatrg ho6 dAu
vdo vd ki6m tra thdnh phdm cn6 Ui6n.

- Ldm c6c bi6u b6ng bfuo cilo vA ch6t lug,ng nudi.

- Theo d6i gid 6n cta tr6 hdng ngey dO chi dpo nhdn vi6n n6u 6n di6u chinh
liAu luqng kfp thoi.

- Tfch cgc tham muu cho HiQu trucmg trong c6ng tdc chi dpo nu6i dudng,
chdm s6c tr6 vd c6ng t6c chung cria nhd trudng.

t A o t ,1 I- Cung kC to6n tinh phiOu 5n cu6i th6ng, tdng hgp thu chi quy6t to6n ti6n 5n,
c6c khoin ti6n thu cua php huynh clirng quy dinh.

- Di6u hdnh bQ phAn nudi dudng, xey dpng kti hopch nudi du0ng cria nhdn
vi6n n6u 6n vlr k6 ho4ch chdm s6c nu6i du6ng tr6 theo ndm, th6ng, tudn.

- Xdy dUng thgc dcrn phn hqrp thay ddi theo ngdy, tuAn, mua trinh hiQu

tru&ng duyQt vdo chiAu thir s5u hdng tudn. Tfnh hdm lugng dinh dudng phAn mAm
VnEdu. CQng him luqng dinh dudng vdo cudi tuAn, crr6i thang, c6 sg diAu chinh
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thgc don hdng ngdy cho pht hgp, cdn dtii, dem b6o dinh dudng trinh hiQu trucmg
kf duyQtvdo hic 15930 hdngngdy.

- Ki6m tra ch6t lugng, s6 lugng thgc phdm trong ngey. Ki6m tra quy trinh
cni5 Uii5n tai btip trong ngey. Chfu tr6ch nhiQm viQc thgc hi6n c6c quy dinh cua bQ

phfln nAu 6n.

- Quin lli c6ng t6c y tti vQ sinh hgc dudrng,

- Thgc hiQn b6o 6n, ch6m ap hdng ngey.

- Ki6m tra ch6t lugng, si5 lucr,ng thgc phAm trong ngdy, c6c ho4t dQng nudi
I i t .,1.
du6ng, ki6m tra quy trinh ch6 bi6n tpi b6p. Chiu tr6ch nhiQm viQc thgc hiQn c6c
quy dinh cta b0 phfln ndu 5n. Ggi thgc phdm hdng ngdy

- Ki6m tra cdchopt dQng chdm s6c sfc kh6e cria y t6, vQ sinh mdi trudrng cria
phuc vu, an ninh tr4t tg crQ b6o vQ. Chiu tr6ch tttrieT vO vQ sinh hgc dudrng, d6m
b6o vQ sinh an todn thpc phAm, an todrn lao dQng tpi bi5p 5n tfp th6.

- T6 chric ki€m kho thgc t6 cudi m5i th6ng ctng Thanh tra nhdn ddn

- Ki6m kC dO dung d6 choi c6c nh6m lorp I ndm2 dn. DA xu6t hQi diing xin
thanh ly dO dirng d4y hgc vd dd choi hdng ndm.

- PhU trdch c6ng t6c co sd dt li6u, theo d6i vdn ban Eoffice b6o c6o v6i
HiQu trucrng hdng ngdy,

- Tham gia ki6m tra nQi bQ
a

- Quin lf vd tri6n khai chuy6n d6, chuy6n mdn cho nhdn vi6n cdp dudng;

- Ki6m tra gid gi6c lem viQc cria gi6o vi6n, nhdn vi6n ditim minh php tr6ch.

- Thgc hipn hq th6ng hd so, sd s6ch phuc v9 ho4t dQng chuy6n m6n.

3. Ph6 HiQu tru0ng: Ph4m Thi Kim Ngfin phg trfch chuy6n mdn gi6o
duc

- Phu trdch quan ly di6m 2 Qti n- yd Canh)
 .\ .A 1\ .A  - Gid gidc ldm viQc: Ca gi6m s6t ch6 bi6n sdng: S: 6900 -> 11900; C: I4g ->

179 (di theo tudn)

Cdn l4i: 8 gid/ ngdy (S6ng: 6h30 -> 11h30; Chi6u: 14h -> 17h00)

- Girip viQc cho HiQu tru6rng vd chiu tr6ch nhiQm tru6c HiQu trucrng vd c6p

tr6n c6c c6ng viQc dugc ph6n c6ng.

- Ei6u hanh hopt dQng cria nhi trudrng khi dugc HiQu trucmg uy qrryett

- 86o c6o so k6t, t6ng k6t cilc chuy6n dd,.x6y dUng k6 hopch ki6m tra nQi bQ,

c6c chuy6n d6. 86o c6o c6ng t6c chuy€n m6n ve Hieu trucrng kfp thoi.

- Qu6n ly hoat dQng chdm s6c, gi6o dgc tr6 crta c6c nh6m lop

- Hu6ng ddn gi6o vi6n xdy dUng kti ho4ch chuy6n m6n.

- Tri6n khai ho4t dQng tuy€n truyAn ph6 bitin ki6n thric khoa hgc vA nu6i
dudng, chim s6c, gi6o dpc tre em cho c6c bfc cha mg tr6 vd cQng ddng.

<^
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- Qu6n l;i mo nhpc trong thoi gian d6n tr6 trd vd th6 dpc s6ng tpi di6m minh
phg trSch

- Theo d6i chi d4o gi6o vi6n ctng thgc hiQn c6ng t6c ph6 c4p gi6o dpc

- PhU trhchc6ng tilc co sd vflt ch6t. Ki6m ke dO dung d6 choi cdc nh6m lcrp

1 ndm 2Ien.E6 xu6t tr6i aOng xin thanh l)t dO dung dpy hgc vd d6 choi hdng ndm.

- Quin Iy trang Web vd c6ng nghC th6ng tin cria trudrng

Ki6m tra so4n gi6ng GV,'t6 tr6n phAn mAm, d6nh gi6 W duyQt tru6c khi
16n ti6t, trinh ktit qui HiQu truong trudc I'hi hqp cutii th6ttg.

ThUc hiQn h-e th6ng hd so, s6 s6ch, b6o cilo... phuc vg hopt dQng chdms6c,
gi6o dpc tr6'theo quy d!nh. Quq" l1f theo d6i s6 T.4 phdn ph6i dd ding, thi6t bi
d4y hgc, tii liQu chuy6n m6n. BOi dud"ng chuy6n d6, t6 chirc cho gi6o vi6n l6n hopt

dQng m6u.

- Tfch cgc tham mtru cho hiQu truong trong cdng t5c nu6i dudng, chdm s6c,

gi6o dpc tr6, c6ng tdc tham quan trii nghiQm cfia tr6 vd HOi thi te nQi cira nhd

trudrng.

- Chiu trschnhiQm hudrng d6n gi6o vi6n thgc hiQn t6t BQ chuAn ph6t tri6n tr6
5 tu6i, chuong trinh GDMN sau chinh sria.

- B6m sdt cdc ho4t dQng cria 16p, ki6m tra ch{t chd viQc thUc hiQn quy ch6

chuy€n m6n, lich sinh hopt trong ngey cria tr6.

' Quan lf vd chi i14o giSo vi6n su dpng c6c phAn mdm ddnh cho tr6 mAm

i: non.

- Chfu trhchnhiQm vC trO sci ki6m dinh chSt lugng ctra Nhd trudrng

- Tham gia chc ho4t dQng giSo dpc 4 gio/l tuAn

- Ki€m tra gid gi6c lim viQc cria gi6o vi0n, nh6n vi6n t4i di6m minh php
trfich.

rr. PHAN cONc NHrpM vU cAN BQ rO
aa

- Girip hiQu^ truong tri6n khai c6c hopt dQng ctra t6, d6n cl6c nhdc nhd c6c

thenh vi6n trong tO thgc hign dirng nhiQm vq dugc phdn c6ng.
,i

- Ki€m tra, dg gid t6 khi dugc hiQu truong phdn c6ng.

Ki€m tra s6 s6ch cfia c6c thdnh vi6n trong t6 trOn phan m6m tru6c khi
chuyiSn cho ph6 hiQu trucmg, hodn thanh h6 so t6.

- T6ng hgp c6c dA xu6t, c6c y6u cAu vC thi6t bi, dO dirng, d6 choi tpi 16p cua
t6.

- Theo sr,r chi dAo CBQL d6n di5c c6c l6p trong t6 l6n kti hoach ndm, th6ng,
tuAn. DuyQt c6c ki5 ho4ch CSGD theo chfi di6m oiua c6c lorp tai td (dua l6n cho Ph6
HTCM duyQt lai).

- T6 cht'rc SHCM, chuyCn ae, t6 ho4ch gi6ng dpy, ldm d6 dung cua kh6i
du6i su chi dao ctia Ph6 HTCM.
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- T6 chric sinh hogt binh bAu, nhfln x6t thi dua trong t6 hdng thang, hgc kj'
vd nim hqc dA xu6t c6c ho4t dQng t6 trEi, ngopi khoa cho CBQL.

rrr. rHAN cONG NHIpM vU cHo cIAo vrtN
- 86o vQ an todn sirc kh6e, tfnh m4ng cria tr6 em trong thdi gian tr6 em 6 t4i

trudng.

- Thgc hiQn c6ng t6c nu6i du0ng, chdm s6c, giSo dpc tr6 theo chucrng trinh
gi6o dpc mAm non; lfp kti hoach"chdm s6c gi6o dpc. Xdy dUng m6i trudrng giSo

dgc, t6 chric c6c hopt dQng nu6i dudng, chdm s6c, gi6o dpc tr6 em. D6nh gi6 vd
quiLn ly tr| em. Chiu trdch nhiQm vC ch6t lugng chSm s6c, nu6i dudng, giSo dpc
tr6. Tham gia cilc ho4t dQng cria td chuy6n m6n, ctra nhd trucmg. _Tham gia thgc
r.A t ,rO t A I .I.i +. t t A,t .!- -1 - ---inrgn cong mc pnd cfp gi6o dpc vd ki6m dinh ch6t lugng gi6o dpc mAm non.

- Trau dOi dao dric, git gin phAm ch6t, danh du, uy tfn nhd gi6o. Guong m6u

thucrng y6u tr6, eOi xtr c6ng bing vd t6n trgng 
"h.u" 

cdchtr6. B6o vQ c6c quy6n vd
lgi ich chfnh d6ng ctra tr6 em. Eodn k6t giirp dd d6ng nghiQp.

- Tuy6n truyAn ph6 bi6n ki6n thric khoa hgc nu6i dqy tr6 em cho cha m9 tr6.

Chu dQng phOi hgp vdi gia dinh tr6 de thgc hiQn mpc ti6u gi6o dgc tr6.

- Rdnlryen sfc kh6e, hgc tpp vdn h6a, b6i du&ng chuy6n m6n nghipp W de

ndng cao chdt lugmg nu6i du6ng, chdm s6c, gi6o dpc tr6 em.

- Thgc hiQn c6c nghia v9 c6ng ddn, c6c quy clfnh cua phSp 1u4t vd cria ngdnh,

c6c quy dinh cua nhd trudrng, quy6t dinh cua HiQu trudrng.

- Thgc hiQn t6t theo c6c ti6u chi d6nh gi6 chu6n ngh6 nghiQp GV vd dSnh gi6
xtip loai GV hdng ndm, h5 trg cdng t5c ph6 cpp.

- Kh6ng vi ph4m c6c hirnh vi khdng dugc ldm theo di6u l€ trudrng mAm ttott.

Nghi6m tric thgc hiQn c6c nQi quy thi dua cira nhi trucmg.

- Thgc hi6n theo chucrng trinh mAm non do BQ gi6o dpc Ddo t4o qui dinh

- Thgc hiQn dAy dri cht5 dQ sinh hopt mQt ngdy, kh6ng cht xen gio dpy.

Khdng dpy chay. B6o d6m thgc hiQn c6c nAn n6p chuy6n mdn theo quy dinh.

- Thpc hiQn lich ve sinh nh9-, l"p,$6 dtrng d6 choi theo quy dinh, Itulg
khbn mflt cho ch6u I ngitylllAn, sip x6p dd dung trong g6c ngdn nip, lau rua d6

dung d6 chcri phoi ning mQt tuAn ll Idnvdo thri s6u, qu6n ly tei sin ctra 16p.

- Quin l)t tei sAn, theo ddi sO s6ch tdi s6n cria lop theo hucmg d6n cua k6

to6n.

- Ch6m 6n vd b6o dn cho tr6 chinh x6c. Nhdc nhd php huynh nQp tidn qua

app kfp thcri.

- Ei ca d6n tr6, tr6 theo thoi thupn cria GV. Gi6o vi6n cria m5i nh6m lop tU
thoi thupn phdn circ catryc trong nh6m lop dugc sg ddng y cin CBQL (ca 1: 6'gid
30, ca 2:6 giir 45).
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- Dim b6o tryc trua an todn tuyQt d6i cho tr6 vd theo K6 hopch b6n tru cria
nl"rd trucrng. Tryc trua d6i ca theo tu6n ho{c chri di6m dpy (Trucmg hqp dQt xu6t
d6i ca phii b6o c6o v6i BGH)

- Hdnh vi, ng6n ngt img xri cria gi6o vi6n ph6i ddp img y€u cAu gi6o dpc ctra
tr6 em

- Trang phUc ggn gang spch sE phu hqrp v6i hopt clQng nu6i dudng, chdm
s6c, gi6o dpc tr6 em (kh6ng m[i quan rin, 6o thun l6n 16p, khdng m{c vily qu|
ngdn)

. - Kh6pg dugc xric ph4m danh dg, nhdn phAm, xdm phpm thAn th6 tr6 em vdr

ddng nghiQp

- Kh6ng dugc xuy6n tpc nQi dung gi6o dpc.

- Kh6ng du-o. c b6 gid, bo bu6i dpy, tiy tiQn cit x6n chucrng trinh nu6i du6ng,
chdm s6c gi6o dpc tr6.

- Khdng dugc eOi xri kh6ng c6ng bdng v6i tr6 em

- Kh6ng 6p buQc tr6 hsc thdm d€ thu tidn nhu: Gifr tr6 tai nhd kh6ng ph6p.

- Khdng bcrt x6n KrAu phAn 6n cria tr6, kh6ng ldm viQc ri6ng khi dang t6
chric c5c ho4t dQng nu6i dudng, chdm s6c gi6o dpc tr6 em

- Kh6ng dugc vay mucr-n tidn cfia c6n b0 gi6o vi€n nhdn vi€n vd php huynh,
khdng dugc choi hu6, hpi, bdi bpc trong nhd trudrng.

- Kh6ng dugc ty y vdo b6p,khi kh6ng dugc sg cho ph6p

| ' | 
^.tr Di6m I I oi6m2 ;

Khuu Thj Hgnh Li6n VO Thi Ngqc Quy

0n Son T i H6"s

Nguy6n Thi Sinh

Pham Thi Th6o Nguy6n

Phung Thi Thanh Tam

Nguy6n Thi Thanh Nhan

5-6 tu6i B Phung Thi Bich Thuy

!6Ihi Hdng-Vl6n

IV. PHAN CONG NHIEM Vu NHAN VITN
1. K6 todn ki6m vin thu: Nguy6n ThiAnh Nggc

Nh6m 25-
36 th

3-4fi6i

Nguy6n Ngen Hi
GVID
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- Gid gi6c ldm viQc: 8 gio/ ngey (S6ng: 7h00 -> 11h30; Chi6u: 13h30 ->
17h00)

- H6 trg vd tham mrm kfp thcri cho HiQu trucmg trong cdng tdctiti chinh, thu
chi cl6m b6o nguy6n tdc theo chri trucrng cira cdp tr6n.

- Tham mrru gifp HiQu truong ue OU trn ke ho4ch thu chi, k6 hoAch mua s6m
..t ,. "trang thi6t bi stra chta hdng ndm.

- Tham gia hQi hqp dfng gig, ngdy 05 hdng thdngnQp s6 cho hiQu trucrng ky
duyQt.

..A , r a r.^- Tryc ti€p chiu trdch nhiQm vO thanh quy6t to6n thu chi theo quy dinh tdi
chinh .

- Ki6m ke tdi sin dinh lcj, chiu trschnhiQm vO viQc thri tpc hd so thanh ty

- M0 dAy dti hii so tdi chinh, tdi s6n trinh bdy spch sE vd khoa hgc. TuyQt d6i
'\khdng dugc tdy xod trong h6 so tdi chinh.

- Cing PHT cloi si5ng vd thu qu! tinh phi6u 5n cu6i thdng, t6ng hqp thu chi
quyi5t to6n tidn dn, c6c kho6n tiAn thu ctra php huynh ilirng quy dinh.

- 86o c6o s5 tiAn dn cria tr6 theo tudn vd b6o c6o cu5i th6ng.

- Hodn thenh c6c thri tqc nAng lucrng thuong xuyQn, thdm ni6n, b6o hi6m y
t6, nghi hQ s6n, hgp d6ng lao dQng, tryc trua.... dring ctr6 d0 hiQn hdnh vd thoi gian

quy cllnh dim b6o th6ng tin 2 chiOu.

- Giao dich v6i kho bpc, Ngdn hdng, b6o hi6m XH, Phdng GDDT Nha
Trang, phdng tdi chfnh kti hoach,.... uA mgi c6ng viQc li6n quan di5n tdi chinh, tdi
sin.

cv,a"lilai::ffi lffi :*1n-il,rur.'ffi "H.,lfi"f;i:ffi ;:is6n'huc'rgdun

- Kh6o sat gi6ci hdng ho6, thgc phAm. Ki6m tra s6 lugng dd x6c nhfln o ho6

dcrn tru6c khi trinh HiQu trucrng ky.

^. 
, r \ .r , t A r . r I +l +, ! r,!--1- t-:4--- Quy6t to6n hdng thgng chu6n bi h6 so ddy dri vi trinh hiQu truong ki6m tra

tru6c 3 ngdy khi duyQt quy6t to5n.

- Chiu trdchnhiQm tru6c HiQu truong c6ng tfuc k€ todn.

- Luu trt c6ng vdn di vd d6n, nhiQm vg vdn thu.

- Ldm c6c lopi s6 s6ch c6 li6n quan dtin chuy6n m6n cria vdn thu

- Quin ly danh s6ch hgc sinh vir khen thuong.

- M0 Gmail, md E-office hing ngey cria trudng cap nhQt c6ng vin vd nhSc

viQc cho c6c b0 phQn, HiQu trucmg kip thoi.

- Luu trfr c6c qr'rytit dinh ctra nhd trudrng.

- ThUc hipn b6o c6o th6ng kC 3 dqt/l ndm, sap 
"6p 

dAy dt h6 so c6 nhdn cria

CBQL,GV,NV.

R
{
il8,

4
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S tu6i. 
Ph6i hop c5c b0 ph4n ldm c6ng t6c kiiSm dinh ch6t luqng vd ph6 c4p tr6 em

2. Thfr quy: LO Thi Thanh Thfry (Gi6o viOn ki6m nhiQm)

- Ld Gi6o vi6n ki6m nhiQm, thu vd qu6n ly qu} vd nQp kinh phf ban Dpi di€n
cha mg hgc sinh vdo tdi kho6n khi ban dai diQn cha me tr6 uj. quy6n vd bdn giao
cho nhd trucmg.

r - 
li1-,t.".frua.tlr.a$ todn-cho cha ms hgc sinh. Khi ph6t tiAn thri.qu! y6u

c€iu ngudi li{th ti6n ph6i ky ud chimg tt (Chir y kh6ng cho nhQn thay n6u kh6ng' dugcufquyAn)

3. Thrr kf: V6 Thi Nggc Quf (Gi6o vi6n ki6m nhiQm)

Soan th6o, ghi ch6p nQi dung c6c cuQc hgp

4.Y t5 - Thri kho
^.\ .A r\- u10 glac lam vlec

+ Ca gi6m s6t ch6 bi6n sSng: S: 6900 -> 11900; C: t4g -> l7g
+ Cdn l4i: 8h: S6ng: 7h00 -> 11h30; ChiAu: 13h30 -> 17h00

:: - X6y dung kti hopch ndm, thdng, tuAn; C5c k6 ho4ch, qui dinh ciua y t6
,

; ch6ngifiihTJ#J:,fl#:J#i i;frflr:'gi6o 
vi6n co biQn ph6p tich csc phdng

XAy dpg kti hopch phong ch5ng SDD - Th6p cdi vd c6n n{ng cao.

,r,cr.,,#Iff ?#lTffi t?ilH,1Hi,-,"H'J;H.:"u;:Ai:Tf,'firu:""u
- Gi6m s6t vc nguon thgc phAm n6u dn cta cdp duong. Luu m6u .thqc phAm

hang ngey. Quin tri lanh luu thgc phAm dirng qui dfnh.

- Theo doi k6 hoach, tuycn truyAn c6c nh6m ldp, ddn k6 hopch tuy6n truyAn
b6ng tin cria trucmg theo k6 hopch dd c6 dAu ndm hgc.

- Thpc hiQn c6c lopi h6 so so s6ch c6 1i6n quan d6n chuycn m6n cua y t6.

- Thudrng xuy6n d6n ddc nhic nho vd ki6m tra vQ sinh m6i trucrng trong vd
ngoii lorp h9c. Chir <lQng dO xu6t v6i BGH vA c6ng viQc li6n quan v6iy ttl, 

-mOi

rudng Nh6t ld nhfrng hic c6 dich bQnh.. ...)

- Li€n hQ viQc khSm sric kho6 cho CB, Gv, NV vd kicm tra sirc kho6 tr6.

- Theo d6i gio 5n cria tr6 hdng ngay aC Ae xu6t diAu chinh 1i6u luqne kip
thdi.

- Thpc hiQn theo ddi hO so kiiSm tra thyc phAm 3 bu6c.

Thfr kho

- Nhap xu6t kho gpo vd sfia

- Khdng d6 thgc pham trong kho t6n qu6 nhidu ho{c qud it.
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- Gi6m s5t dinh luqrng xu6t kho thgc phAm vd dfnh lugng thenh phAm

- Thgc hiQn hO so sO s6ch qu6n lf kho theo quy dinh cira tdi chinh

- Ki6m kho hdng thdngvdo ngiy cu6i th6ng.

5. Phgc vg: Kidu Thi C6m Hir: Php trdchdiOm 1.

L6 Thi Hdng Tim: Phs tr6ch di6m2.

- Gid gi6c ldm viQc s6ng tir:-5h30 - > 11h00, chidu tt 14h00 -> 16h30

- Chdm s6c cAy xanh, vuln trudrng, Ve sinh m6i trucmg, cAu thang, c6c b6n

hoa tru6c 6930 vd 169 hdng ngey. Qu6t dgn sdn trudrng, c6ng truong spch s6. VQ

sinh phdng HiQu trudng, phong HQi truong, citc phdng chric ndng.

- Cing nhdn vi6n b6o quin tdi sin vQt tu cta nhir trudrng.

- TiCp trd nu6c m5i ttri c6 kh6ch, phtii hqp cirng gi6o vi6n thu vd dgn dgp

hQi trucrn gia, ngdy lC hQi. Ch6p hdnh su cti6u dQng khi cAn thi6t.

- Vp sinh cl6 choi ngodi trdi hdng ngdy vd cui5i tuAn.

- M& nh?c trong gid d6n trhtr6.

- Phgc vu di6m 2bao qu6t c6ng vd khSch ra vdo nhd trudrng, d6ng md cdng \
dung gicr qui dinh. :\

6. Bio vQ: )l),t!.,ll

Huj'nh Vdn Vfi (86o vQ ngdy) vd Vd Phan ThiQn (86o vQ dem): Tryc di6m I Y
V6 Vdn Htrng (Bio vQ d€m) Tryc di6m 2

NhiQm vg chung:

- Thdi gian ldm viQc: trgc 8 ti€nglcatryc.

- DAm b6o an ninh, an todn tdi s6n cria nhd trudng.

- Ngdy thir b6y, chri nhflt trudng nghi b6o vQ ludn phi6n nhau tryc (c6 tham

gia 6n s6ng, vd thri b6y).

- QuAn ly" mat bing ngodi via hd kh6ng cho c6c hQ budn bdn, phtt td roi, dQu

xe 6 t6 tru6c c6ng trycyng vd d6 r6c xung quanh nhd trucrng. Qu6n ly tei sin cta
trubng, quin tdi s6n dO choi ngodi trdi, tryc gilc dhm b6o kh6ng cl6 x6y ra mdt mirt.

- Tham gia ctng nhd trudng trong viQc s6p x6p trang tri 15 hQi phu tr6ch hQ

th6ng 6m thanh.

- chuyen cho mQt sti m4t hdng hoflc bdn ghti d6 choi ... cho nhd truong.

- Sua chfia nho, dd xu6t vdi Ban gi6m hipu nhirng hu h6ng d6 stra chfra kip
thdi.

- Ngdy nghi vdn d6m b6o ca tryc (c6 bdi dudng tryc L6, t6t) theo qui dfrih.

- Ghi qh6p nQi dung diSn bi6n cta ca tryc, ghi ch6p sO.tigu d6ng hd nu6c

cudi ngdy, ki6m tra phucmg tiQn phong ch|y, chta chdy hdng tudn vd b6o c6o BGH
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qua cuQc ho.p hdng .thang. Chf i trang phuc kni d6n c6ng sd vd phong c6ch ldm
viQc img xtr, giao ti€p.

- Trong khi ldm nhiQm vp kh6ng u6ng ff9u, bia, dtin trudrng gio hdnh chinh
kh6ng hrit thuQc 16. 86 tr.uc l?p bi6n bin tru lucrng, b6 truc 3 lAn kh6ng hodn thenh
nhiQm vg, tty theo mirc dQ vi pham chdm dnt hqrp d6ng lao d6ng.

O5i vOi b6o vQ ngiy chiu trich nhiQm th6m mQt s6 c6ng viQc sau:

- Tr6ng xe php huynh, .hq y ch6u ra vdo c6ng trong gio cl6n tr6 sip 
"6p 

xe
ggn gdng.

- Bao qu6t kh6ch, phu huynh vd c6c ch6u ch{t ch6.

- Theo d6i kh6ch ra vdo eC Oam b6o an todLn cho nhd trucrng.

O5i vOi b6o vQ tl6m chlu tr6ch nhiQm th6m mQt sd cdng viQc sau:

- Nhfln vd gi6m s6t thgc phAm n6u s6ng.

- Phai thucmg xuy€n di tuAn :r:atqidi6m trucmg minh tryc.

- Sta chfia nh6 hQ thting diQn nu6c, clC xu6t v6i hi6u tru<mg kip thoi rhfrng
hu h6ng cdn tu b6.

- QuAn l)t tei sin cria nhA trucmg. Thgc hiQn nghiCm tuc c6c quy dinh qu6n lf
su dpng tdi s6n c6ng. Tryc gdc dhmbio kh6ng dO xdy ra mdt ^irt

- NhQn thu b6p giao tryc titip cho HiQu trucrng vd vdo sd theo d6i.

- PhU trdchhQ th6ng 6m thanh, phdtthanh hdng ngey. Php tr6ch 6m thanh l5
h0i

- 86o vQ di ldm dAy dri trong c6c ngdy Hgi, L6.

- Theo d6i sO tryc ghi ch6p clOy dt, trung thgc, theo d6i sO nu6c, kii5m tra
hdng ngdy hQ thdng b6n nudc sdn thugng, v0 sinh s6n thuqng, ki6m tra vQn hanh
mdy bcrm nu6c Z tudn/t lAn vdo chiAu thir ndm (ctng dQi pCC-)

7. Nhf,n vi6n n6u in
- Nhdn vi6n n6u 5n thgc hiQn c6c ca theo b6ng ph6n c6ng n6u c6 thay d6i

b6o c6o kip thoi v6i BGH.

- Ldm viQc theo quy trinh b6p 1 chidu, thWc hi6n nghiOm tric n6i quy btip dn.

- ch6 bitin hgp vQ sinh, clim bdo ch6t luqng, s6 luqrng. c6m x6m ph4m ti6u
chuAn 5n cria tr6.

, .l thu?.!iA1 ggniOm tirc {Ay dri c6c quy trinh }€ sinh trong chti bitin, cdc nA
n6p dd quy dinh. NAu 5n dring gid quy dinh, kh6ng n6u dn qud scnn.

- NhQn hdng tir bgn hdng dt qo lugng, dim bio ch6t lu$g. Khi co hiQu pho
ho{c thri kho, y s} ki6m tra thgc phAm m6i du-o. c so ch6. Ky s6 theo ddi nh6n hdng
cing v6i cilc Ban gi6m s6t trong nhd truong, theo d6i ccnn thtra.

- Phdn c6ng theo d6i.gio dn cria trd c6n d6i li6u luqng phu hqp (2 ngudi vd
b6o cilo kfp thoi dd c6 sg di6u chinh).
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- Ndu ccnn t6p th€ cho CB-GV tryc trua.

- Tham gia hQi hqp dfng gio.

- BOi dudng crich tinh khAu phAn dinh du0ng, tfnh 6n khi Ph6 hiQu truong c6
c6ng tScl<hdc vd m5i hQc k! suu tAm ho{c s6ng t6c 2-3 thgcdcm m6i.

1 , , ^ 
- Bdn giao vd nh0n dung ru.r!..- bi6l, b{ip ga sau m5i c.a tryc drmg b6p, quanli t9',-Yglg .rta cilc ch6u theo s6 liQu hdng ngey. TuyQt AOi UrOng cho nguEi tp

vdo b6p khi chua c6 sU d6ng !, c\aBGH.

- Quan li tri l?nh ph6i hgp y ti5 luu mdu thirc dn hdng ngdy dirng qui dinh.
- Tham gia h6 trg cfuchogt dQng 16 h0i, h0i thi cta c0 vd tr6 d6ng dtr.

^.r. 
.A

- Gio gidc ldm viQc:

ca n6u s6ng tir 5h00 -> ilh30, chi€u tir 13h00 ->14h30.

cdc ca cdn lai s6ng tir 6h30 -> 11h30, chi6u lh30 -> 16h30.

B6p tru&ng

- lhu trilchvd diAu hdnh bQ phpn nu6i dudngl ph6n c6ng ca tryc rd rdng b6o
BGH nim (ca s6ng, ca n6u chfnh, ca ngodi, titip pilam, ca theo d6i c6c bfia dn cfiatr6...) 

|

. . r . - 
Giriq ph6 hiQu tru<mg doi s6ng trong rQrg t6c quAn ly nu6i cdc ch6u: C6 i

ki6n d6ng g6p trong viQc l6n thuc dcrn hdngtuAn, thFc hi6n t6t cdc quy dinh 
"C 

u-e
sinh an todn VS thgc phAm vd dim b6o khAu phAn dn dinh du&ng trong ffre Uie".
Ki6m tra chdt lugng thlrc phAm khi bpn hdng dem vdo trubng.

1 a .Qu6n l)i tei s61btip, chiu tr6ch nhi6m dO xu6t ffangbi d6 dung vft 16 mau
hong d€ phuc vu c6c ch6u.

- Tham gia hQi hop dring gid.

Todn th6 vi6n chfc, ngudi lao dQng todn trudrng chiu trdchnhiQm vC ntrigm
vp dugc gido tru6c Ban gifumhiQu vd q6pir6^n, ddng thdi tham -ou u6i c6p trdn v6

fi|h vUc minh php tr6ch, hodn thenh h6 so s6 s6ch dring qui dinh, chiu tr6ch nhiQm
hd so voi c6c dodn ki6m tra./.


