UBND PHUONG MONG CAI1  CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG MN BINH NGOQC Péc 1ap — Tw do- Hanh phiic
Sb: 472/QD-MNBN Mong Cdi 1, ngay 17 thang 11 nam 2025
QUYET PINH

Vé viéc phan cong nhiém vu cho can bd quan 1y, gido vién, nhan vién nim
hoc 2025-2026

HIEU TRUONG TRUONG MAM NON BINH NGOC

Can ci Thong tuw s 52/2020/TT-BGDDT ngay 31/12/2020 cua BY Gido
duc va Dao tgo ve viéc ban hanh Diéu 1é Truong mam non;

Can cur so ]9/2023/TT BGD&DT ngay 30/10/2023 cua B¢ Gido duc & dao
tao V/v huong dan vé vi tri viéc lam, co cau vién chire theo chirc danh nghe nghiép
va dinh mirc s6 lwong nguoi lam viéc trong cdc co s¢ gido duc mam non cong
lap;

Can cir théng tw s6 48/TT-BGDDT ngay 25 thang 10 nam 2011 cua Bg
Gido duc va Dao tgo Quy dinh ché do lam viéc déi véi gido vién mam non;

Cén cir Quyét dinh s6 630/0D-UBND ngay 15/10/2025 cua Uy ban nhén ddn
phurong Méng Cdi 1 vé viée thanh Idp trwong Mam non Binh Ngoc trén co sé sdp
nhdp truong Mam non Binh Ngoc va truong Mam non Tra Co;

Xét nang lyc va kha nang cong tac cua can bo, gidao vién, nhdn vién.

QUYET PINH:

Piéu 1. Phan cong nhiém vu can by, gido vién, nhan vién truong Mam non Binh
Ngoc nam hoc 2025-2026 (Co bang phan cong va danh sach kem theo).

Piéu 2. Can b quan 1y, gido vién, nhan vién nha truong co trach nhiém thuc
hién chirc nang, nhiém vu theo dung Quy ché chuyén mon, Piéu 1¢ truong mam
non, cac quy dinh hién hanh, chinh sach phép luat cua Nha nudc va cac nhiém vu
do Hi¢u truéng phan cong.

Piéu 3. Quyét dinh nay co hiéu luc ké tir ngay ky. Ban giam hiéu, cac to
chuyén mén, cac doan thé trong nha truong va cac 6ng (ba) ¢ tén ¢ Diéu 1 can
ctr quyét dinh thi hanh./.

Noi nhin: HIEU TRUONG
- Nhu bicu 2;
- Luu: VT.

Nguyén Thi Luyén



UBND PHUGNG MONG CAI'l  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG MN BINH NGOQC Doc 1ap — Tu do- Hanh phic

BANG PHAN CONG NHIEM VU
NAM HOQC 2025-2026

( Kém theo Quyét dinh s6 472/QD-MNBN ngay 17/11/2025 V/v Phén céng
nhiém vu cho cdan bo quan ly, gido vién, nhdan vién nam hoc 2025-2026)

I. HIEU TRUONG: NGUYEN THI LUYEN

Thyc hién theo Diéu 10 Piéu 18 truong mam non (Thdng tur 52/2020/TT-
BGDDT ngay 31 thang 12 nam 20120 cua B¢ Gido duc va Pao tao) va mot so
noi dung sau:

1. Xay dung, t6 chirc bd may nha truong; lap ké hoach va t6 chirc thuc hién
ké hoach nuéi dudng, cham séc, giao duc nam hoc; bao cao, danh gia két qua thuc
hién trudc hoi dong truong va cac cap co tham quyén; c6 trach nhiém giai trinh
khi can thiet.

2. Thanh lap cac té chuyén mon, t6 vin phong va cac hoi dong tu van trong
nha truong; bo nhiém to truong, t0 pho; dé xuét cac thanh vién cia hoi dong
truong trinh cap c6 tham quyén quyét dinh.

3. Thyc hién cac nhiém vu quan ly can b, gido vién, nhan vién theo quy
dinh ctia phap luat va huéng dan ciia co quan quan ly giao duc; thyc hién quy tic
g x{r ciia can bd quan 1y theo quy dinh; xay dung ké hoach phat trién nang luc
nghé nghiép cho gido vién, nhan vién; dong vién va tao diéu kién cho gido vién
va nhéan vién tham gia cac hoat dong d6i méi giao duc; tham gia qué trinh tuyén
dung, thuyén chuyén gido vién, gio1 thi¢u nhan su dé bd nhiém pho hi¢u trudng.

4. Quan ly va st dung c6 hi¢u qua cac nguon tai chinh, tai sdn ciia nha truong.

5. Tiép nhan tré em, quan 1y tré em va t6 chirc cac hoat dong nudi dudng,
cham soc, gido duc tré em ctia nha truong; quyét dinh khen thuodng.

6. Thuc hién cac hoat dong gido duc 2 gio/ tuan tai 16p 4 tgéi A, thl_rc hién
giam gio theo Thong tu 48/TT-BGDDT cho d/c Mach Thi Hong - to truong
chuyén t6 5-6 tudi).

7. T6 chure thuc hién quy ché dan chii & co s&; thuc hién x3 hoi hod gido
duc; phédi hop to chirc, huy dong cac luc lugng xa hoi cung tham gia hoat dong
gido duc, phat huy vai tro ctia nha trudng ddi véi cong dong.

8. Chi dao cong tac theo ddi viéc ghi chép, kiém tra va phé duyét cac loai hd so sau:
(1) Ho so thi dua, khen thuong nha truong

(2) Ho so chuan Hiéu truong, phé hiéu truong, gido vién
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(3) H6 so danh gia, xép loai vién chirc

(4) S6 theo ddi cong van di, dén (theo déi triec tuyén trén hé thong)
(5) H6 so kiém tra noi bo

(6) S6 theo ddi can bo, gido vién, nhan vién

(7) HO so quan 1y tai san, tai chinh

(8) Quan 1y va chi dao viéc luu trit hd so

(9) Phu trach phéi hop v6i Ban PDCMHS truong, 16p; chi dao cong
tac hop cha me¢ hoc sinh.

(10) S6 nghi quyét ctia nha truong

9. Tiép cong dan:

- Pia diém tiép dan tai van phong cta nha truong vao thir 2, tuan thir nhat
cua thang.

- Khéng tu ¥ giai quyét cac truong hop phtc tap hodc vuot qua thaim quyén.

- Ghi day du théng tin, tinh hinh két qua tiép cong dan vao so tiép cong dan
theo quy dinh.

II. PHO HIEU TRUONG

Thyc hién theo Dicu 10 Dicu 1& trudng mam non (Théng tur 52/2020/TT-
BGDDT ngay 31 thang 12 nam 20120 cua Bo Giao duc va Dao tgo) va truc ti€p diéu
hanh cong viéc sau:

1. Chiu trach nhiém diéu hanh céng viéc do hiéu trudong phan cong; thyc
hién quy tac ing xur ctia can bg quan ly theo quy dinh.

2. Piéu hanh hoat dong cua nha truong khi duoc hiéu trudng uy quyén.

3. Tham gia sinh hoat cung t6 chuyén mon; tryc tiép tham gia cac hoat dong
gido duc 04 gid trong mdt tuan; tu hoc, tu boi du§ng nang cao nang lu:c chuyén
mon nghi¢p vy, nang luc quan ly; duge hudéng ché do phu cap vu dai doi1 véi nha
g140 va cac chinh sach uvu dai theo quy dinh.

4. Thuc hién xa hoi hoa gido duc, phat huy vai tro cua nha truong d6i véi
cong dong.

5. C6 trach nhiém quén 1y, don ddc, hd tro, gitip do giao vién trong cac hoi
thi cua Tinh, Thanh phd, dia phuong va cac cap chi dao.

6. Giup Hi¢u truong xay dung, t6 chuc trién khai ké hoach. Cap nhat thong
tin va giai quyét cac cong van dén, lam bao cao theo mang phu trach kip thoi,
trinh Hiéu trudng trude khi ndp 1én cap trén.

7. Tham muu vé cng tac nhan sy, quan 1y doi ngil, tai san, CSVC trong nha truong,

8. Gitp viéc cho Hiéu trudng, thay mit Hiéu truong diéu hanh co quan khi
Hi¢u trudng uy quyen. Thuc hién va chiu trach nhiém trudc Hi¢u trudng vé nhirng
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viéc dugc phan cong. Cung Hiéu trudng chiu trach nhiém trudc cap trén vé hoat
dong cua trudng.

9. Quan ly va gidm sat viéc soan gido an trén may vi tinh cta gido vién. Chi
dao gido vién xay dung K& hoach gido duc, ké hoach chu d¢€, ké hoach tuan, ké
hoach ngay. Thuong xuyén kiém tra, giam sat viéc thuc hién cia gido vién; truc

tiép thu va luu trir quan Iy hd so cia gido vién sau khi két thiic hoc ky 1 va két
thic nam hoc.

10. Tham gia phéi két hop véi cac bd phan thuc hién cac nhiém vu chung cua
truong.

~ 11. Cung vo61 d/c Hiéu truong phu trach cong tac Kiém dinh chét lugng,
Chuan Quoc gia.

1. Phé hiéu truéng PHAM THI BiCH NGA
Ngoai nhiém vu chung, truc tiép diéu hanh cong vige sau:
- Phu trach chung cac hoat dong diém truong Tra CO.

- Chiu trach nhiém vé cong tac tu tuong chinh tri trong nha truong (cong
tac tuyén truyén; trién khai cac cudc thi; liy ¥ kién trung cau cua CB, GV, NV
khi cap trén yéu cau).

- Phu trach chinh vé cong tac thi dua khen thudng,

- Phuy trach cong tac tuyén sinh. Tiép nhan tré em, quan 1y tré em va cic
hoat dong nuoi dudng, cham soc, giao duc tré em cia nha truong tai diém truong
Tra Co. Cong tac xay dung canh quan - vé sinh méi truong diém truong Tra C6.
Tiép cong dan tai diém truong Tra Co.

- Phéi hop thuc hién cong tac xa hoi hoa gido duc.

- HO tro cong tac kiém dinh, cong tac cong khai trong nha truong.

- Tham gia sinh hoat cung t6 van phong.

2. Pho hiéu trwéng NGUYEN THI THANH

Ngoai nhiém vu chung, truc tiép diéu hanh cong viéc sau:

- Chiu trach nhiém chinh cong tac kiém dinh chat luong gido duc va chuin
quoc gia.

- Chiu trach nhiém chinh vé cong tac chuyén mén gido duc cia toan truong.
Quan 1y theo do1 ho so s6 sach chuyén mon gido vién, chiu trach nhiém chat luong
két qua cham soc, gido duc chuyén mon Nha tré.

- Tham gia sinh hoat cung t6 nha tré.

- Phu trach chinh vé cong tac Boi  dudng doi ngt, Boi dudng thuong xuyén,
cac chuyén dé, Hoi thi gido vién gioi cap truong.
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- Phu trach chinh cong tac y té truong hoc, phdi hop cung y té phudng theo
ddi dich bénh va theo doi strc khoe cua tré; cong tac xay dung canh quan - v¢ sinh
moi truong, v¢ sinh an toan thyc pham.

- Quan 1y ho so Ban dai dién cha me hoc sinh.
- Huéng dan va duyét tinh thém gio, thira gio cho can b, gido vién.
- Quan Iy phan mém Cong chirc vién chirc, k12online.

7 -Phu trach chinh cong tac cong khai. Thu théap, cap nhat s6 lidu vao céc
biéu mau cong khai theo Thong tu 09/2024/TT-BGDDT cua B6 GD&DT.

- Phy trach cong tac chuyén ddi sd, cong nghé thong tin, truyén thong: Viét
bai, dang tai cac thong tin, hinh anh cac hoat dong cua nha truong cong khai trén
trang Website, facebook cua nha trudong.

- C6 trach nhiém luu trit, bao quan hd so, s6 sach theo quy dinh cua cac
mang cong tac dugc phan cong phu trach.

- Panh gia va dé xuat cong tac thi dua, x€p loai ctuia giao vién trong to
chuyén mon dugce giao phu trach;

- Cac nhiém vu khéc khi phan cong.

3. Phé hi¢u truéng - HOANG THI MAI MUI

Ngoai nhiém vu chung, truc tiép diéu hanh cong viéc sau:

- Chiu trach nhiém quan ly chi dao hoat dong chuyén moén t6 4-5 tudi.

- Tham gia sinh hoat ciing t6 4-5 tudi.

- Phu trach chinh cong tac cham soc nuéi dudng va cong tac ban tra cua
hoc sinh; quan ly an cong nghi¢p cua CB, GV, NV nha truong. Tinh khau phan
an trén phan mém dinh dudng.

- Quan ly cong tac co s6 VAt chat, thiét bi treong hoc. Theo ddi, danh gia
CSYC, thiét b1 day hoc, d6 dung d6 choi cua nha truong. Kiém tra CSVC cac 16p
(Piém truong Trung tam).

- Chi dao trang tri }(hénh tiét, CSVC phuc vu nhitng ngay hoi, 18 va cac hoat
dong cua nha truong (di€m truong Trung tam).

- Phu trach ndi dung cong dong hoc tap.

- Chiu trach nhiém phan cong gido vién day thay, cham cong gido vién,
nhan vién nghi hang ngay (Pi€ém truong Trung tam).

- Phy trach cong tac phong chéy- chita chdy; trudng hoc an toan phong chbng tai
nan thuong tich; giao thong; an ninh trat tu.

- Phu trach doi séng cia CBQL, GV, NV trong trudng.

= Quan ly, diéu hanh, phan cong nhan vién cap dudng, lao cong, bao vé
diém truong Trung tam.



6

- H trg cong tac kiém dinh chat lugng gido duc; hd trg, phoi hop cong tac
pho cép gido duc, x6a mu chir, kiém tra ndi bg;

- Panh gia va dé xuat cong tac thi dua, xép loai cua gido vién trong to
chuyén mon duoc giao phu trach;

- Co trach nhiém luu trit, bdo quan hd so, sb sach theo quy dinh cua cac
mang cong tac dugc phan cong phu trach.

- Céac nhiém vu khac khi dugc phan cong.

4. Phé hiéu trwéng — PHAM THI TUYET MAI

Ngoai nhiém vu chung, truc tiép diéu hanh cong viéc sau:

- Chiu trach nhiém chinh vé cong tac chuyén mon gido duc diém truong
Tra Co.

- Chiu trach nhiém quan 1y chi dao hoat dong chuyén mén té 5-6 tudi.

- Tham gia sinh hoat ciing t6 5-6 tudi.

- Phu trach cong tac cham soc suc khoe, dinh dudng va cong tac ban tri
cua hoc sinh tai diém truong Tra C6 va Trang V§.

- Phu trach chinh cong tac Pho cap gido duc va x6a mu chit, phan mém Pho
cap.cong tac chiéu sinh, ho so quan 1y tré (Bi€m truong Tra Co).

- Phu trach chinh cong tac kiém tra ndi bo.

- Phu trach hoé so danh gia, xép loai vién chirc; chuan Hi¢u truong, pho hi¢u
truéng, gido vién, phu trach phan mém Temis.

- Phu trach chinh cac hoat dong ngoai khoa, trai nghiém, ngay hoi, ngay 1&.

- HO tro cong tac kiém dinh chét luong gido duc; Cong tac cong khai trong
trudng hoc.

- Panh gid va dé xuat cong tac thi dua, xép loai cua gido vién trong to
chuyén mon dugc giao phu trach.

- Co trach nhiém luu trir, bdo quan hd so, sO sach theo quy dinh cua cac
mang cong tac dugc phan cong phu trach.

- Du thao ké hoach, bao céo thang gtri cho ddng chi hiéu trudng vao ngay
25- 30 hang thang.

5. Pho hiéu trwémg — LA THI LOAN

Ngoai nhiém vu chung, truc tiép diéu hanh cong viéc sau:

- Phu trach diém truong Trang V§

- Chiu trdch nhi€ém quan ly chi dao hoat dong chuyén mon t6 3-4 tudi.

- Tham gia sinh hoat ciing t6 3-4 tudi.
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- Phéi hop thy:c hién cong ta@c CO SO yét chét, thiét bi truong hgc. Theo doi,
danh gia CSVC, thiét bi day hoc, d6 dung d6 choi cua nha truong; Kiém tra CSVC
cac 16p (Piém truong Tra Co6 va Trang Vy).

- Kiém tra va tham gia giao nhan thuc pham hang ngay tai diém truong Tra
Co, dy kién thyc phdm an hang ngay (Piém truong Tra C0).

- Chi dao trang tri }(hénh tiét, CSV(; phuc vu nhitng ngay hdi, 1€ va cac hoat
dong cua nha truong (di€ém truong Tra Co).

- Quan 1y, diéu hanh, phan cong nhén vién cip dudng, lao cong, bao vé
diém truong Tra Co, Trang V5.

- Chiju trach nhiém phan céng gido vién day thay diém truong Tra Co, Trang
Vy.
- Phu trach cong tac Hoc sinh sinh vién; Gido duc thé cht; gido duc phap luat;

co quan van hoa; phap che cac hoat dong tir thién, dén on dap nghia.... Phdi két hop
v6i Poan thanh nién to chirc cac hoat dong phong trio.

- Phu trach cong tac y té trudng hoc; cong tac xdy dung canh quan - vé sinh
moi truong, v¢ sinh an toan thyc pham.

- Chiu trach nhiém quén 1y cac phdn mém: Phan mém smas; Phin mém co
so dir liéu nghanh.

- Pl}éi hop phu trach cong tac an toan giao thong, an ninh trt ty, an toan
phong chong tai nan thuong tich. Phu trach cong tac vé sinh moi truong diém
truong Trang V§

- Panh gia va dé xuét cong tac thi dua, xép loai cua gido vién trong to
chuyén mon duogc giao phu trach;

- C6 trach nhiém luu trit, bao quan ho so, s6 sach theo quy dinh cta cac
mang cong tac dugc phan cong phu trach.

III. KE TOAN- VAN THU: Pong chi Vii Thi Hong

1. Nhan vién K&é toan

- Thyc hién day di ché do chinh sach ddi véi CBQL, GV, NV va hoc sinh

theo quy dinh: Tham muu ban hanh cac quyét dinh nang luong, phy cap theo luong,
phu cap uu dai khac; quyét dinh thoi viée; hop dong va thanh 1y hop dong lam viéc;
cac ché d§ mién gidm hoc phi, chi phi hoc tap... ctia hoc sinh.

- Hudng ,dr?ln CBQL, GV, NV, cha me¢ hoc sinh ho so, thu tuc, quy trinh

thuc hién céc ché do, chinh sach kip thoi, ding quy dinh.

- Tham muru xdy dung va thyc hién céc quy ché, ké hoach, thong bao: (1)

Quy ché chi tiéu ndi bo; (2) K€ hoach thu chi cac khoan dich vu phuc vu, ho tro
hoat dong cham soc, gido duc tré trong nam hoc; (3) Dy toan nguén ngén sach, hoc

phi; (4) Thong bao thyc hién cac khoan thu hang thang; (5) Cac quy ché, ké hoach,
thong bao khac lién quan dén nghiép vu tai chinh — ké toan.



- Thiét 1ap va cép nhat ho so, sb sach lién quan dén cong tac ké toan; bao
quan luu trir ching tir, s6 sach ké toan dung quy dinh tai chinh. Lap cac bao céo
tai chinh theo quy dinh tai chinh.

- Chiju trach nhiém cong khai niém yét cac noi dung lién quan dén cong tac
tai chinh theo quy dinh: Ngudn ngan sach, khong tu chu, ngan sach, thu — chi...

- Thyc hi¢n quan ly hd so co s& vat chat; tham muu xay dung ké hoach
cong tac quan 1y, sir dung co sd vat chat; tham muu cong tac giam sat, kiém tra,
kiém ké, d6 dung trang thiét bi, co & vat chat; tham muu cong tac thanh ly dd dung,
dd choi, trang thiét bi hu hong, hao mon, hét khiu hao; tham muu stra chita, cai
tao, trang saim bo sung dd dung, trang thiét bi, co s& vat chat nha trudng.

- Hang ngay nhan thyc pham cung véi BGH, nhén vién bép, y té va cha me
hoc sinh; Theo ddi si s6 bao dn hang ngay.

- Phy trach cac phan mém lién quan dén cong tac tai chinh, tai san, co so
vat chat.

- C6 trach nhiém chuan bi tra, nudc, tiép tin mdi khi nha truong cé khach.

- Tham gia sinh hoat dinh ky theo td. Thuc hién cac nhiém vu khac khi
dugc Hidu trudng, pho Hi¢u trudng phan cong.

2. Nhan vién van thw

- Quan 1y con dau cta nha truong dung quy dinh;

- Nhan, giri cong van di - dén; vao so theo ddi cong vin, giri cong vin kip
thot; it nhat mot ngay phai c6 02 lan sang va chiéu cap nhat email nha truong,
hom thu cong vu trén chinh quyén dién tir, ¢6 trach nhiém nhac cac b phan hoan
thanh bao céo va ndp dung thoi gian quy dinh;

- Giup Hiéu truéng quan 1y, bo sung, luu gitt ho so vién chirc, hop dong
cua CBGVNYV nha truong. Cung pho Hi¢u truong, ké toan cap nhat, danh gia,
theo doi tai san, hé so PCGD, KBCL;

- Phéi hop véi ddng chi ké toan hoan thanh ho so, chimg tir giai quyét kip
tho1 ché dg, quyén loi cho can bg, gido vién, nhan vién: Tang luong trudce thoi
han; ché d¢ thai san, nghi dudng strc, ché do di cong tac.

- Phdi hop ciing d/c ké toan theo ddi, tong hop danh sach cac khoan thu cua
hoc sinh.

- Thyc hién quan 1y ho so ban tra diém truong Tra Co:

- Hang ngay nhén thuc pham cung vé1 BGH, nhan vién bep y té va cha me
hoc sinh va theo ddi si s6 bao an hang ngay diém truong Tra C.

- Thyc hién cong tac thu vién.

- Thyc hién cac nhi¢m vu khac khi dugc Hi¢u truong, phd Hi¢u trudng
phan cong.
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3. Nhiém vu ciia to truéng, to phé to vin phong

- Xay dung ké hoach hoat dong ctia t6 theo thang, nam nham phuc vu viéc thuc
hi¢n cac hoat dong cua nha truong vé nuodi dudng, cham soc, gido duc tré em.

- Gitp hiéu truéng quéan 1y tai chinh, tai san, luu giir ho so ciia nha trudng,

- Thyc hién bdi dudng chuyén mon, nghiép vu, kiém tra, danh gia chét luong,
hi€u qua cong vi¢c cia cac thanh vién trong t6 theo ké hoach cta nha truong.

- Tham gia d4nh gia, xép loai cac thanh vién.

- T4 chuc sinh hoat dinh ky it nhat mot thang mat lan.

IV.Y TE: Pong chi Lé Thi Chi, Nguyén Thanh Tuyén

1. Nhiém vu: nhén vién y té

- Phéi hop véi tram y té phuong va Pho Hiéu truong phu trach cong tic y
té theo doi, cham soc, kham suc khoé, can do dinh ky vao s6 strc khoé cho tré
ding tho1 gian quy dinh; Bao cdo thuong xuyén theo yéu cau cua truong va cap
trén, thong tin cho cha me;

- Tuyén truyén gido duc viéc chim soc stc khoé vé sinh phong bénh cho
tré va pho1 hop cac doan thé va cac bac cha me tré dé lam tot cong tdc cham soc
stc khoé ban dau cho tré;

- Tuyén truyén cach phong chéng dich bénh cho tré theo mua, tuyén truén
v¢ sinh cac nhan tré, v¢ sinh phun thudc, khir dung dich y té theo qui dinh cua 'y
te. Xt li kip thoi nhiing tinh hudng xay ra véi tré, dam bao lam tot viéc so cliru
ban dau cho tre¢;

- Cung Phé Hi€u truong phu trach cong tac ban tri xay dung thue don theo
tuan dung voi do tudi nha tré, mau gido; giam sat kiém tra ché do an cua tré dam
bao ché d6 dinh dudng theo quy dinh;

- Kiém tra VSMT, CSVC, d6 dung, dd choi dam bao an toan tuyét ddi cho
tré trong moi hoat dong tai trrong mam non;

- Cung pho Hiéu trudong phuy trach chuyén mén va ké toan, tha quy, xay
dung thyc don theo tuan dang véi do tudi nha tré, mau gido.

- Giam sat kiém tra ché d6 an cta tré dam bao ché d6 dinh dudng theo quy
dinh;

- Kiém tra chat luong thuc pham hang ngdy; quan 1y luu mau thyc pham;
theo doi cong tac an ban tra; theo doi giam sat ghi s6 kiém thuc ba budc;

- Cong khai tai chinh bira an trén bang cong khai trude 10 gio hang ngay.

- Lam céc cong viéc khac khi Ban gidm hi¢u phan cong.

2. Nhiém vu thw ky hoi dong

- Soan thao day di ndi dung cac cudc hop Hoi dong nha truong; Nghi quyét
cua Hgi dong truong.
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- C6 trach nhiém téng hop céc s6 liéu dudi su chi dao cuia Ban giam hiéu.
VL. TO TRUONG, TO PHO CAC TO CHUYEN MON

- Can cu ke hoach cua nha trudong, xay dung ké hoach hoat dong chung cta
t0 theo thang, nam hoc nham thyc hién chuong trinh gido duc mam non; thuc hién
cac hoat dong cia nha truong vé nudi dudng, cham séc, gido duc tré em;

- Thuc hién nghiém tac chi dao cta nha truong, guong miu di dau trong
cac phong trao thi dua nha truong phat dong; Co trach nhiém quan ly, gitp do to
vién thuc hién tot cong viée;

- T chuc sinh hoat dinh ky it nhat hai tuAn mét 1an theo nguyén tic dan
chu, ton trong, chia sé, hoc tap, giup d& 1an nhau dé phat trién nang luc chuyén
mon. Giam sat, don ddc t6 vién thyuc hién nghiém tic quy ché chuyén mon, tiét
kiém dién, nudc, van phong phém. Bao v¢ tai san cua 16p, truong;

- Trung dung gido vién gioi cung Pho Hiéu truong xdy dung ké hoach
chuyén mon cta nha trudng theo to quan 1y; Xay dung ké hoach hoat dong chung
clia t0, ctia 16p theo ké hoach, phan phéi chuong trinh, theo quy dinh ciia nganh
va ké hoach nha trudng, chuyén mén trong nam hoc;

- T6 chtrc bdi dudng chuyén mén, nghiép vu cho gido vién, nhan vién trong
t6; tham gia danh gia, xép loai gido vién, nhan vién theo ké hoach ctia nha trudng
va theo cac van ban quy dinh. Pé xuat viéc khen thudng, ky luat d6i véi cac thanh
vién trong t0. Bo céo Hiéu truong cac hoat dong trong to kip thoi.

VIIL. GIAO VIEN (kém theo bing phén céng nhigm vu cu thé):

Thuc hiér} theo Diéu 27 quy dinh tai Diéu 18 truong mam non (TT s6 52/TT-
BGDDT), cu thé:

1. Bao vé an toan vé thé chat, tinh than va tinh mang ctia tré em trong thoi
gian tré em & nha truong.

2. Thyc hién cong tac nuéi dudng, chdm soc, giao duc tre em theo chuong
trinh gido duc mam non.

3. Giir gin pham chét, danh du, uy tin cua nha giao; dbi xtr cong bang va
t6n trong nhan cach cua tré em; bao vé cac quyén va lot ich chinh dang cua tre
em; doan ket gitip 4 ddng nghiép; thuc hién quy tic tmg xir cia gido vién, cac
quy dinh vé dao dirc nha gido theo quy dinh.

4. Tuyén truyén pho bién kién thirc khoa hoc nuoi day tré em cho cha me
cua tré em; chu dong phoi hop voi gia dinh cua tré em dé thyc hién muc ti€u giao
duc tré em.

5. Tu hoc, ty bdi dudng nang cao nang lyc nghé nghi€p nuodi dudng, cham
soc, gido duyc tré em.

6. Thuc hi¢n quy dinh ctia nha trudng va cac quy dinh khéc cua phap luat.

Ngoai ra thue hién mét s6 nhiém vu sau:
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- Thuc hién CSGD tré theo chuong trinh, ké hoach gido duc; soan bai trudc
khi 1€n 16p, danh gié tré theo quy dinh (thuc hién trén ing dung driver); tao moi
truong hoat dong hoc tip va vui choi cta tré 1dy tré 1am trung tAm; ghi va cip nhat
kip thoi, day du, chinh xac cac thong tin trong s6 theo ddi, thyc hién dung thoi
gian biéu 1 ngdy cta tré, quan li tré trong cac hoat dong gido duc do nha trudng
t6 chtrc, tham gia cac hoat déng cua té chuyén mon;

- Nang cao pham chét dao duc nha gido, tac phong chuan muec, trang phuc
den truong trang trong, lich sy, khong mic vay ngan, 40 ngin, mong, rong cd,
quan chat, chén, deo thé vién chuec.

- Khong tu ¥ thu bat cir khoan gi ngoai quy dinh, khong van dong phu huynh
xa hd1 hoa khi chua dugce sy dong ¥ cua cua nha trudong, dia phuong.

- Khong cho tré 1am quen trudc chuong trinh 16p 1 dudi moi hinh thuec.
Thuc hi¢n dung chuong trinh, ké hoach chiam soc giao duc theo Itra tudi, thue hién
dung quy ché chuyén mon (cc budi chiéu tré phai c¢6 san pham hoc) va chap hanh
ndi quy, quy ché cta nha truong. Khong cho con, chau hoc 16p minh chti nhiém;
khong cho tré xem ti vi vao gid don, tra tré; gido vién don tré phai trao d6i véi
phu huynh va cung tré choi cac hoat dong tu chon.

- Guong mau, thuong yéu ton trong va d6i xir cong bang voi tre; Chu dong
ph01 hop véi gia dinh tré trong viéc cham soc, gido duc va tuyén truyen pho bién
kién thtrc nuoi day con theo khoa hoc. Hoc sinh 6m phai quan tam, gan gili, kip
thoi trao d6i v6i phu huynh thong qua cac hop phu huynh; héi thi; chuyén de;
tham quan, da ngoai....; Tim hiém nam viing hoc sinh trong 16p vé moi mat dé c6
bién phap gido duc sat 601 tugng nham thic day su tién bo cia ca 1op.

- Thyc hién dung ndi quy; quy tic Gmg x{r ciia nha truong. Khong di mudn
vé som, dén 16p dung thoi gian quy dinh, tra tré ding nguoi nha (Néu phu huynh
don ho phai la nguoi quen cua gido vién va co sy dong y cua gia dinh tre). Phai
dam bao tuyét (101 an toan cho tre, c6 trach nhiém trao d6i v6i phu huynh vé stc
khoe ctia tré va vé sy vang mit cua tré.

- Tham gia cong tac phd cap cua dia phuong.

- V¢ sinh trong va ngoai 16p sach s€ gon gang, theo ding ndi quy cua nha
truong.

- Rén luyén dao dire, hoc tap chuyén mon, boi dudng nhiép vu dé nang cao
chat luong va hiéu qua nudi dudng, cham soc gido duc tré.

- Khong st dung dién thoai va lam viéc riéng trong gio lam viéc. Khong
dugc tu y bo 16p di trong gido hoc ma chua c6 sy dong y cua BGH cho phép.

- B4o 4n hang ngay cho bd phan hanh chinh va chiu trich nhiém vé viéc
cham an cho tré.

- Thyc hién nghiém tac cac bién phap phong chdng cac dich bénh khéc tai
nhém, 16p, nha trudong, noi cu trad. ..
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- Tao mdi trudong, trang tri, sap x&p 16p va lam do dung d6 choi theo chu
de, thoi diém.

- Cham soc tré tan tinh trong moi hoat dong, trong bita an tao cho tré cam
giac ngon miéng, thoai mai va dong vién tré dn hét khau phan ctia minh.

- Thuc hién cac quy dinh cua nha truong, chiu su kiém tra cua ban giam
hi¢u va cac cap quan ly; Bao cao dinh ki, d§t xuat vé€ tinh hinh cua 16p véi Ban
gidm hiéu.

- Quan 1i bao vé€ khi str dung dd dung thiét bi day hoc, tai san trong nhom
16p dung quy dinh. Khong dé that thoat, lang phi dién, nudc trong 16p.

- Khong dugc ty y giai quyét bat cir mot cong viée gi thude vé pham vi cua
nha truong. Khi co y kién tham gia cac van dé trong nha trudng, can gip truc
tiép Ban gidam hiéu nha truong dé phan anh. Tranh phat ngdn tiy tién anh huong
dén doan két ndi bo, uy tin ciia nha trudng va méi trudng su pham day tré.

- Thyc hién céac cong tac ki€ém nhiém do Hi¢u trudng phan cong; Thyc hién
cac quy dinh khac ctuia nha truong, cia UBND phuong va S¢ Gido duc.

VIIL. NHAN VIEN HOP PONG TRUONG

1. Nhén vién niu in

- Thuc hién nhi€ém vu dugc giao theo ké hoach va su phan cong cua Hi¢u
truong;

- Thuc hién quy ché chuyén mon nghé nghiép va chap hanh noi quy cua
nha truong;

- Trau doi dao dirc, giir gin pham chét, danh du, uy tin ctia ban than va nha
truong; doan két, tuong trg gitp do dong nghiép;

- Rén luyén ste khoe, hoc tip vin hoa, boi dudng chuyén mon nghiép vu
dé nang cao chat lugng nuoi dudng, cham soc, giao duc tré em;

- Thyc hién nghia vu cong dan va cac quy dinh cua phap luét va ctia nganh,
cac quy dinh cua nha truong, quyét dinh cua Hi€u trudng;

- Nhén vién niu an khong mic bénh truyén nhiém, dén truong lam viéc
phai mac trang phuc bao hg, do1 mil, bit khau trang, deo gang tay, khong dé mong
tay dai, khong deo do trang surc khi ché bién, nau an, chia an hang ngay;

- Béo dam nau an ngon, sach, du luong, du chat, dam bao theo tiéu chuan
quy dinh d6i voi tré mam non; Tudn thu cac quy dinh vé vé sinh an toan thuc
pham trong ché bién 4n udng cho tré, dam bao tuyét d6i khong dé xdy ra ngd doc
thyc pham doéi voi tré;

- NAu an theo dang thyc don, kiém tra, nhan thuc phrflm tr ho kinh doanh
(thay thuyc pham khong dam bao, yéu cau bao cdo BGH do1, trd ngay);

- Tuyét d6i khong dung d6 nhua dé chia an, dung thirc an. Khong dé thuc
pham xuong dat;
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- Quéan ly dung cu nau an, chia an da duoc giao, v¢€ sinh hap, say, bat, dung
cu nau hang ngay. Noi chia an phai day vung. Bép an ludn gitr sach, kho rao. Tiét
kiém ga, dién, nudc va do6 dung phuc vu ban tra;

- Béo quan d6 dung va sir dung d6 dung dam bao tiét kiém, bén dep (han
ché dé bat, thia, ndi bep, vg, buc, gay...);

- Thyc hién lvu mau thue pham, kiém thuc 3 budc hang ngay dung quy
dinh, ding tho1t gian;

- Phéi hop v6i Pho Hidu truong xay dung thue don, xay dung ké hoach vé
sinh dd dung, bép an theo ngdy, tuan, thang;

- Rura cbe chén, thay nudc phong Ban giam hiéu.

2. Bao vé:

2.1. Bdo vé ca 1: Ca ngay: Tir 6h30 dén 18h30 (Nghi truwa 02 gio)
2.2. Bdo vé ca 2: Ca dém: Tir 18h30 dén 6h30

- Tuoi cuoil, niém nd khi c6 khach dén giao dich, lién hé cong viéc. Bao
cao xin y kién BGH sau do trao do61, hudng dan khach;

- Trong xe cua phy huynh va gido vién, bao v¢ tai sdn nha truong;
- Tud6i hoa, tudi cay khu vuon truong.
- Khéa va mo cong theo gid quy dinh don, tré tré.
Luwu y: Ngoai viéc dwoc phan cong, nhdn vién Bdo vé phdi tham gia, thuc
hién:
- Quan ly va chiu trach nhiém vé toan b tai san clia nha truong; Gitr gin
an ninh trat tu t6t trong nha trudng. Bao céo kip thoi khi ¢6 tinh hudng xay ra;
- Khong cho bé, vac, mang do ra khoi trudong khi chua c6 ¥ kién ciia BGH;

- Trong gio 1am viée tuyét d6i khong duoc udng ruou, bia, hut thuée. Khong
dugc tu ¥ bo vi tri lam vi¢c, khong tiép khach trong gid lam vi¢c, khong cho ngudi
la vao truong ngoai gio don va tra tre;

- Phuc ting theo sy phan cong ctia cac ddng chi Phé Hiéu truong khi Hiéu
truong uy quyén;

- Phdi hop véi cac ddng chi Pho Hiéu truong phu trach CSVC kiém tra va
stra chita nhitng hu hong nhé trong truong vé co s& vat chat, cac thiét bi dién,
nudc, phong chéy chira chay dam bao an toan cho tré;

- Bom nudc sinh hoat cho toan truong;

- Tham gia, phuc vu cac hoat dong 18 hoi: Tham gia cac budi lao dong cing
nha truong, phoi hop voi1 nha truong khi cé cac viéc phat sinh (treo bang biéu,
phong bat, san khau, trang tri...)

- Luong theo hop dong.
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3. Lao cong:
- V¢ sinh, co, rtra sach 2 day nha va cac phong chuc nang;

- Quét don, lau cira cac phong, cau thang, cac phong chiic ning, san truong
va cac phong chua hoc (hanh lang cac 16p dang hoc, cac 16p tu lau);

- Co rua khu v¢ sinh chung day van phong;
- Lau, don phong Ban gidm hi¢u va Hdi1 truong;

- Lau, rira d6 choi ngoai tro1; lau ban ghé; lau 14 cay, chau canh cat hoa tan,
nho ¢d, nhdt rac cac bon hoa, cham s6c vuon rau, hoa, cay canh.

- B0 rac, co rura cac thung chira rac trong cac nha v¢ sinh va & cac dia diém
quanh truong; PE do6 dung lao dong dung vi tri gon gang va sach s¢;

- Tham gia lao dong, vé sinh khi nha truong t6 chiic cac hoat dong ngay 18,

hoi;

- Luong theo hgp dong.

Trén day 1a Quyét dinh phan cong nhiém vy can b, gido vién nhan vién

nam hoc 2025-2026 cua truong Mam non Binh Ngoc, cac déng chi can b, gido
vién, nhan vién truong Mam non Binh Ngoc can cu thyc hi¢n./.

Noi nhin: HIEU TRUONG
- Nhu Diéu 2;
- Luu: VT.

Nguyén Thi Luyén
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UBND‘PHU'ONG MONG CAI1
TRUONG MN BINH NGQC

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tu do- Hanh phiic

BANG PHAN CONG NHIEM VU CBQL, GIAO VIEN, NHAN VIEN

NAM HOQC 2025-2026
(Kém theo Quyét dinh s6 472/0P-MNBN ngay 17/11/2025

ciia trieong Mam non Binh Ngoc)

Trinh dé Nhiém vu Ghi
STT Ho va tén Nam sinh CM dwgc phan | chu
cong
o Quan Iy
1 | Nguyén Thi Luyén 14/10/1979 | BPHSP MN chung
. Ty1 Quan ly
p | Pham Thi Bich Nga 16/01/1984 | PHSP MN |  chuyén
mon
N Quan ly
3 | Nguyén Thi Thanh 13/10/1985 | PHSP MN chuyén
mon
Quan ly
4 | Hoang Thi Mai Mui 14/7/1983 | BPHSP MN | chuyén
mon
Quan ly
5 15/07/1977 | BPHSP MN chuyén
La Thi Loan mon
Quan ly
6 , 18/11/1980 | BPHSP MN chuyén
Pham Thi Tuyét Mai mon
R . Ké toan
7 | Vii Thi Hong 23/6/1989 | BH ke toan
£ , Vian thu,
8 Pham Thu Hing 13/07/1981 | BH k¢ toan thit qu§
TC biéu | Y té trudong
9 | Lé Thi Chi 12/10/1989 | dudng da hoc
khoa
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TCysida | Y té truong
10 N X hoc
Nguyén Vin Tuyén 9/6/1989 khoa :
Lang Thi Quynh 29/9/1985 | DPHSP MN
11 5TAl
Mach Thi Hong 06/3/1983 | PHSP MN
Neuyén Thi Co 24/10/1985 | PHSP MN
12 5TA2
Pham Hai Yén 07/03/1995 | PHSP MN
Lé Thi Thién Huong | 20/02/1990 | PHSP MN
13 5TB1
Nguyén Thi Minh Khué | 25/6/1997 | PHSP MN
Bui Thi Hai
14 23/06/1992 | PHSP MN |  5TB2
15 o 20/02/1995 | PHSP MN 5TC
Nguyén Thi Lién
Nguyén Thi Luong 02/9/1990 | PHSP MN
16 4TA1
o CDSP MN
Hau Thi Hong 23/4/2001
DHSP MN
o 19/06/1987
Lé Thi Tuoi
17 4TA2
DHSP MN
‘ 17/07/1990
Tran Thi Ha
o DHSP MN
Ngo Thi Mai 22/12/1992
18 4TBI
Pham Khanh Linh 12/7/1996 | CBSP MN
19 06/9/1988 | DPHSP MN | 4TB2
Mac Thi Lién
20 | Hoang Minh Nguyét | 20/10/1982 | DPHSP MN 4TC
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DHSP MN
. 10/03/1998
D06 Thi Bich Ngoc
21 4TD
DHSP MN
_ 01/07/1991
Pham Thi Hoa
X , DHSP MN
Nguyén Mai Loan 10/8/1993
22 3TA1
Doan Thi Nhung 1/10/1994 | BHSP MN
DHSP MN
N 15/11/1987
Nguyén Ngoc Thu
DHSP MN
23 N , . 10/03/1987 3TA2
Nguyen Thi Luyén
CbSP MN
Hoang Thi Lan Anh 25/09/1998
Au Thi Hug 6/7/1994 | PHSPMN
24 3TB1
Nguyén Thi Trang 16/3/1994 | BPHSP MN
DHSP MN
- 25/9/1992
Hoang Thi Hong Anh
) DHSP MN TB2
> , 5 05/10/1988 3
Vi Thi Huyén
Hoang Thi Nga 25/11/1993 | PHSP MN
X A DHSP MN
Nguyén Kiéu Trang 8/9/1990 NTA1 24
26 .
T 36 thang
Pham Thi Bé 26/7/1995 | BHSP MN
NTA2 24-
27 P Thi Huyén Trang 08/10/1995 | DHSP MN 36 thang
Nguyén Thi Dung 16/7/1982 | PHSPMN | \TB1 24.
28 : _ 36 thang
Nguyen Thi Lan 20/11/1996 | CBSP MN
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29 | Hoang Thi Ly 09/07/1998 | CDSP MN Ig?f}féﬁ:
30 | Tran Thi Quy 16/4/1981 | PHSP MN thﬁ:“
31 | Nguyén Thj Phién 14/1/1960 Lao cong
32 | Doan Thi Phai 10/12/1963 Lao cong
33 | Nguyén Thi Minh 22/10/1963 Lao cong
34 | Vi Van Truong 04/2/1957 Bao vé

x Bao vé
35 | Nguyén Van Tam 01/1/1959
36 | Nguyén Thi Thu 25/08/1965 Bao v¢
37| Vi Thi Cam 25/09/1963 Bao vé
35 | PO Thi Huong 20/05/1963 Bao vé
39 | Nguyén Thi Thu Ha 23/7/1984 NV niu dn
40 | Hoang Thi Huong 10/10/1975 NV nau dn
41 | Lé Thi Lan 6/10/1979 NV ndu in
47 | Pao Thi Tho 8/11/1977 NV by 20
43 | Vi Thi Thao 3/10/1994 NV by 20
44 | Hoang Thi Nguyét 29/09/1992 NV nfu in
45 | Luong Thi Cac 25/01/1962 NV ndy in
4¢ | Nguyén Thi Huyén 05/05/1977 NV ndu &0
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