SO GD&DT LAM BONG CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG THPT NGUYEN HUE Doc 1ap — Tu do — Hanh phuc
PINH TRANG THUQNG
Sb: 181/QD-THPTNH-DTT Dinh Trang Thuwong, ngay 01 thang 8 nam 2025
QUYET PINH

Vé viéc phan cong nhiém vu trong linh dao nha truong
nam hoc 2025-2026

HIEU TRUONG TRUONG THPT NGUYEN HUE
PINH TRANG THUQNG

‘ Can cur chuc nang, nhiém vu, quyén han cua hiéu truong dwoc quy dinh tai
“Diéu l¢ truong trung hoc” ban hanh kem theo Thong tw 32/2020/0PD-BGD&DT
ngay 15/9/2020 cua B¢ truong Bo GD&PT;

Can cir Quyét dinh so 408/0P-UBND ngay 22 thing 7 niam 2025 ciia Uy ban
nhdn dén tinh Lam Pong vé viéc dp dung Quyét dinh phdn cdp qudn Iy cin bj, cong
chire, vién chire, nguoi qudn 1y doanh nghiép tinh Lam Déng;

Can cir vao thuec té va nhu cdu cong viéc ciia truwong THPT Nguyén Hué - Dinh
Trang Thuong,

Theo dé nghi ciia cdc Phé hiéu trudng nha triong.

QUYET PINH:

Piéu 1. Nay phan cong nhiém vu trong l&nh dao truong THPT Nguyén Hué -
Dinh Trang Thuong, nam hoc 2025 — 2026 (C6 bang phan cong kém theo)

Piéu 2. Quyét dinh co6 hiéu luc ké tir ngay ky, bd phan vin phong, cac ong ba
Hiéu truong, Pho hi¢u truong va giao vién, nhan vién truong THPT Nguyén Hug -
Dinh Trang Thuong chiu trdch nhi€m thi hanh Quyét dinh nay./.

Noi nhdn:
- Nhu diéu 2;
- Luu: VT.

SO GD&DPT LAM bONG



TRUONG THPT NGUYEN HUE
PINH TRANG THUQNG

PHAN CONG NHIEM VU TRONG LANH PAO TRUONG
THPT NGUYEN HUE-PINH TRANG THUQNG, NAM HQC 2025-2026

(Kem theo quyét dinh s6:  /QD-THPTNH-DTT ngay 01/8/2025 ctia higu trudng
truong THPT Nguyén Hué - Pinh Trang Thuong)

A. Ong Nguyén Vin Diép — Hiéu truéng

Phu trach va chiu trach nhi¢ém chung vé tit ca cac mat hoat dong cua nha
truong trudc S6 GDDT Lam Dong va Uy ban Nhan dan xa Pinh Trang Thuong. Phu
trach mot so cong tac cy thé nhu sau:

1. Cong tac gido duc chinh tri, tw tudng cho doi ngli CB-GV-NV, ngudi lao
dong va hoc sinh. Tham gia sinh hoat chuyén mon cung t6 Khoa hoc tu nhién.

2. Cong tac to chuic, cong tac tai chinh - tai san. Chi tai khoan, quyét dinh mua
sam, stra chira tai san. Xay dung ké hoach ndm hoc, k€ hoach cong tac thang, tuan
va to chire thuc hién cac ké hoach.

3. Quan 1y t6 chirc bd may nha trudng; phan cong, phan nhiém, bd tri cong tac
cho ddi ngti CBQL, gido vién, nhan vién, nguoi lao dong. Phu trach cong tic quy
hoach, dao tao, bdi dudng can bd quan ly, gido vién, nhan vién, b6 nhiém, bd nhiém
lai can bd quan ly.

4. Phu trach cong tac phdi hop giita truong véi Ban dai dién CMHS.
5. Quyét dinh viéc thuyén chuyén, tiép nhan hoc sinh.

6. Chu tich Hoi ddng thi dua khen thuong, ky luat cia truong; Truong ban
kiém tra ndi by trudng hoc.

8. Tham gia cac hdi nghi do cdp c6 tham quyén triéu tap.

9. Cong tac ddi ngoai, phdi hop véi cac co quan to chirc ngoai nha trudng;
quyét dinh cung cap thong tin cho cac co quan, ban nganh khac c6 lién quan.

10. Nguoi phat ngon chinh thirc cuia nha truong.
11. Ky duyét ) dang bo va hoc ba hoc sinh.

12. Truc tiép giai quyét cho CB -GV-NV, ngudi lao dong va hoc sinh nha
truong duogc nghi theo quy dinh cia co quan Nha nudc c6 tham quyén.

13. Tham gia truc lanh dao va tiép cong dan theo phan cong.
B. Ba Tran Thi Ha — Pho hiéu truéng



Giup viéc cho hi¢u trudng, chiu trach nhiém trudc hi€u trudng va cap trén vé
nhiing vi¢c dugc phan cong, cu theé nhu sau:

1. Quén 1y chi dao toan bd cac ndi dung lién quan dén cdng tac chuyén mén,
hoat dong day va hoc. Xay dung ké hoach chuyén moén nam, thang theo ké hoach
chung cua truong va sy chi dao ciia S6 GD&DT. Tham gia sinh hoat chuyén mén
cung t6 Khoa hoc x4 hoi.

2. Cong tac xay dung trudong chuan Qudc gia, kiém dinh chit luvong gido duc
theo quy dinh.

3. Phu trach cac cudc thi, h(:)i thi 1ién quan dép hoc sinh,‘giéo vién do BO
GDDT, UBND Tinh V~él S& GDDT t6 chure; phu trach vé cong tac boi dudng hoc sinh
g161 b mon, huong dan hoc sinh nghién ctru khoa hoc.

4. Phuy trach cong tac danh gia CBQL, GV theo chuan, danh gia vién chirc cubi
nam hoc. Phu trach cong tac boi dudng cua CBQL-GV THPT dap tmg chuong trinh
GDPT 2018. Phy trach linh vuc boi dudng chirc danh nghé nghiép, boi dudng GV-
CBQL theo chuéan, thi nang ngach, thang hang ciia CB-GV-NV.

5. Phuy trach cong tac kiém tra ndi bd. Pho trudng ban kiém tra noi bo.

6. Truc tiép phu trach cong tac boi dudng thuong xuyén ciia gido vién.

7 7. Phu trach toan b thong tin trér} trang \(nEdu. Truc tiép chi dao,‘quém 1y,
kiém tra, xr Iy viéc cap nhat thong tin, di€m so6, ké hoach ctia CB-GV trén ho so dién
tr theo quy dinh cia S& GDDT.

8. Phu trach cong tac bao cao s liéu, dir liéu, tong hop, thong ké, cip nhat bao
cdo trén cac phan mém h¢ thong.

9. Phu tréch cong tac du bao, xay dung ké hoach phat trién giao gluc va phu
trach cong tac tuyén sinh vao 16p 10. Phy trach cong tdc dam bao céac di€u kién cho
ky thi TN THPT,; truc ti€p chi dao va chiu trach nhiém vé ho so du thi ctia hoc sinh
16p 12.

10. Chi dao cong tac to chirc on thi tot nghiép cho hoc sinh 16p 12.

11. Tham gia tryc lanh dao va tiép cong dan theo phan cong cua truong. Thuc
hién mot sé nhiém vu khac khi dugc hiéu trudng ty quyén.

C. Ba Dang Thi Bich Ha - Pho hi¢u truéng

Giup viéc cho hi¢u trudng, chiu trach nhi¢m trudce hi¢u trudng va cap trén veé
nhitng viéc dugc phan cong, cu thé nhu sau:

1. Phu trach vé co s vat chat, trang thiét bi day hoc. Tham muu dé xuat mua
sam, stra chita co s& vat chat. Quan 1y chi dao hoat dong ctia phong thiét bi thi nghi¢m
Vat Ly - Hoéa hoc - Sinh hoc - Tin hoc, Thu vién. Theo doi, danh gid viéc st dung
cac thiét bi dd dung day hoc ciia gido vién trong cac hoat dong giang day, gido duc
hoc sinh. Tham gia sinh hoat chuyén mén cung t6 Khoa hoc x4 hoi.



2. Phu trach cong tac chu nhiém; hoat dong ngoai khoa cua giao vién va hoc
sinh; phu trach trang Web va cong tac truyén thong nha truong.

3. Truc tiép phu trach cong tac thi dua khen thuéng. Pho cha tich Hoi dong thi
dua khen thuong, ky luat.

4. Phy trach né nép hoc sinh, an ninh trat ty trong truong, chim soc stc khoe
hoc sinh, tu van tam ly hoc sinh; quan 1y hoat dong day thém, hoc thém ngoai nha
truong.

5. Phu trach cong tac phdi hop gitta trudong voi Doan truong, truong voi Hoi
khuyén hoc va Hoi chir thap do nha truong.

6. Phu trach cong tac lao dong vé sinh canh quan truong 16p. Quan 1y, chi dao
hoat dong ctuia T6 van phong; khu tap thé gido vién, can tin.

7. Phu trach cac hoat dong giao Iuvu cia CBGV-NV; phu trach theo doi cong
tac Pén on dap nghia; cong tac gido duc phap ludt, giao dyc v¢ sinh moi truong,

phong chong ma tly; phong chéng chay nd, tai nan thuong tich; cong tac dam bao
ANTT va ATGT.

8. Phuy trach cong tac xay dung co quan van hoa, cong tac phéi hop v6i Cong
an va chinh quyen dia phuong, Mat tran t6 quoc va cac doan thé khac. Phu trach cong
tac gido duc thé chat, giao duc QP-AN, Y té truong hoc, phong chong dich bénh,
thién tai..

9. Phuy trach cong tac thyc hién quy ché dan chu co so, phong chong tham
nhiing, thuc hanh tiét kiém, chéng lang phi, cong tac dan van chinh quyén.

10. Chi dao va ch1q treich nhiém vé khau t6 chirc gom ndi dung chuong trinh,
trang tri hinh thire cac budi 1€, hoi nghi, hoi thao, giao luu cta don vi...

11. Tryc lanh dao va tiép cong dan theo phan cong. Thuc hién mot s6 nhiém
vu khéc khi dugce hiéu trudng uy quyén.

Ghi chu

Cdc Phé hiéu truéng dwoc quyén ky thay higu truéng cdc vin bin cd lién
quan thugc pham vi, linh virc minh phu trach. Phai chiu trach nhi¢m vé cdc vin
ban do khi co nhitng vén dé phdt sinh. Cdc vin ban givi di déu phai gui qua Van
thuw dé cdp nhdt sé vin bén di. Sau dé Van thw sé c6 trach nhi¢m chuyen vin bdn
di theo quy dinh. Lwu triv hé so vé linh viec phu trach dé phuc vu khi kiém tra.
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