UBND HUYEN PHONG PIEN CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG GIAO DUC VA PAO TAO Déc 1ap - Tw do - Hanh phuc
S6: 63/TB-PGDPT Phong Dién, ngay 22 thang 10 nam 2021
THONG BAO

Phan cong cong tic chuyén mon va cac hoat dong giao duc
cua chuyén vién, vién chirc Phong Giao duc va Pao tao huyén Phong bien

Can cu Quyet dinh s6 04/2013/QD-UBND ngay 20/6/2013 cua Uy ban nhan dan
huyén Phong Dién vé viéc ban hanh Quy ché tuyén dung, sit dung va quan 1y cong
chtic, vién chirc trong cac don vi su nghiép gio duc truc thuéc Uy ban nhan dan huyén;

Can cu Quyet dinh s6 09/2015/QD-UBND ngay 25/ 12/2015 cua Uy ban nhan dan
huyén Phong Dién vé viéc quy dinh chtc ning, nhiém vu, quyén han va co cau to chirc
cua Phong Gido duc va Bao tao huyén;

Can ct tinh hinh thuc té vé cong tac quan 1y, chi dao ciia Nganh, Phong Gido duc
va Dao tao phan cong chuyén mon va cac hoat dong gido duc ctua chuyén vién, vién
chtrc Phong Giao duc va Bao tao huyén nhu sau:

|.BO PHAN MAM NON

1. Ba Nguyén Thi Hong Thw - Vién chirc

Tham muu cho 1anh dao Phong GD&DT thyc hién chic ning quan 1y nha nuéce vé

cac linh vuc sau:

- Cong tac giao dyc tré mam non va cac ndi dung lién quan dén chat luong giao
duc bac hoc mam non, cac hoat dong phong trao cua glao duc mam non;

- Cong tac xay dyng truong mam non dat chuan quéc gia, co s& vat chit; cong tac
kiém dinh chét luong gido duc mam non;

- Cong tac kiém tra, cong tac thi dua khen thuong va ky luat bac hoc mam non.

- Tap hop, soan thao cac van ban, bdo cado chung ctia bac hoc mam non;

- Trudng kiéu mau bac MN;

- Theo doi hoat dong cum 2 va cum 3 mam non.

- M6t sb cong tac khac khi 1anh dao Phong phan cong.

2. Ba Nguyén Thi Kim Lau - Vién chitc

Tham muu cho 1anh dao Phong GD&PT thuc hién chirc ning quan 1y nha nudc vé
cac linh vuc sau:

- Cong tac cham soc nuodi dudng va cac ndi dung lién quan dén chét lugng chim
ség: nuoi dudng tré bac hoc mam non, tré¢ khuyét tat, tré dan tdc va cac co sé gido duc
mam non ngoai cong lap;

- Cong tac bdi dudng thudng xuyén, cong tac thiét bi, d6 dung do choi;

- Tap hop va théng ké cac biéu mau thong ké s6 liéu chung ciia cap hoc mam non;
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- Cong tac tuyén sinh, phd cip mam non cho tré 5 tudi, cong tac danh gia chuan
hi€u trudng, phé hi€u truéng va gido vién bac mam non;
- Theo doi hoat dong cum 1 mam non;
- Mot s cong tac khac khi ldnh dao Phong phén cong.
I1. BQ PHAN TIEU HQOC
1. Ong Ha Trung Truc - Vién chirc
Tham muu cho 1anh dao Phong GD&PT thuc hién chiic ning quan 1y nha nudc vé
cac linh vuc sau:
- Cong tac thdng ké chat lugng gido duc va céac loai ké hoach, bao cdo chung céap
tiéu hoc;
- Cong tac kiém tra cap TH; ,
- Cong tac boi dudng thuong xuyén cap TH; o
- Cong tac trién khai chuong trinh gido duc pho thong 2018 cap tieu hoc;
- Theo ddi danh gia Temis cap tiéu hoc;
- Cac hoi thi GV day gioi, GVCN gioi cap TH;
- Cong tac “Tang cuong tiéng Viét cho hoc sinh déan toc thiéu s67;
- Trudng kiéu miu cap TH;
- Cac hoat dong giao luu ctia hoc sinh cap TH lién quan dén cong viéc dugc giao;
- Theo doi hoat dong cum 3 TH;
- M6t s6 cong tac khac khi ldnh dao Phong phén cong.
2. Ong Nguyén Huy Hung - Vién chirc
Tham muu cho 1anh dao Phong GD&DT thuc hién chirc ning quan 1y nha nudc vé
cac linh vuc sau:
- Cong tac phd cap gido duc, x6a mu chir cap TH;
- Cong tac thu vién, thiét bi, d6 dung day hoc... cap TH;
- Cong tac kiém dinh chét lugng va truong chuan qudc gia cap TH;
- Cong téq hoc sinh lghuyét tat, hoc sinh thudc dién chinh sach, mé coi, c6 hoan
canh kho khan cap TH va cap THCS;
- Cong tac hoc sinh dan tdc thiéu sb cép TH va THCS;
- Céc hoat dong giao luu cua CB, NV, hoc sinh cap TH lién quan dén cong viéc
duoc giao;
- Theo do1 hoat dong cum 1 TH;
- M6t s6 cong tac khac khi lanh dao Phong phéan cong.
I11. BQO PHAN TRUNG HQC CO SO
1. Ong Nguyén Vin Trién - Vién chirc
‘ Tham muu cho 1anh dao Phong GD&DT thuc hién chiic nang quan ly nha nudc
vé cac linh vuec sau:
- Théng ké, bao céo cap THCS;
- Cong téc thi dua, khen thuong;
- Céc hoi thi giao vién THCS;
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- Cong tac kiém tra cip THCS va tong hop toan Nganh;
- Cong tac bdi dudng thuong xuyén GV THCS va tong hop toan Nganh;
- Cong tac trién khai chuong trinh giao duc pho thong 2018 cap THCS;
- Theo doi danh gia Temis cap THCS;
- BO mon Ngit van, Lich st THCS, Lich st va bia ly;
- Theo doi hoat dong cum 2 THCS;
- M6t s6 cong tac khac khi ldnh dao Phong phéan cong.
2. Ong Nguyén Vin Chwong - Vién chirc
_ Tham muu cho lanh dao Phong GD&DT thyc hién chirc ndng quan ly nha nude
vé cac linh vyc sau:
- Cong tac kiém dinh chit luong gido duc va xay dung trudng chuan qudc gia cap
THCS, tong hop chung toan Nganh;
- Cong tac quan 1y ho so theo quy ché: cp phat van bang, hoc ba, sé Theo ddi va
danh gia hoc sinh...;
- Cong tac tuyén sinh 16p 1, 1p 6; tot nghiép 16p 9;
- Tong hop hoc sinh hoan thanh chuong trinh TH;
- BO mon Ngoai ngilt ciia Nganh;
- Theo doi hoat dong cuym 1 THCS;
- Mot sb cong tac khéac khi 1anh dao Phong phan cong.
3. Ong L& Ngoc Khwong - Vién chirc
_ Tham muu cho lanh dao Phong GD&DT thuc hién chuc néng quan ly nha nudc
vé cac linh vyc sau:
- Cong tac tu tuong hoc sinh; cac phong trao thi dua, cac cudc van dong trong hoc sinh;
- Hoat dong gido duc ngoai gio 1én 16p; trai nghiém, huong nghiép; cong tac Boan, Do,
Sao nhi dong;
- Céc hoi thi KHKT, STTTNND; Hoat dong NCKH trong CBGVNYV va HS;
- Cong tac y té cap TH, THCS;
- Cong tac Chir thap do;
- Cong tac Hoc bong toan Nganh;
- Cong tac ATGT; tai t€ nan xa hdi trong hoc sinh;
- B6 mon Am nhac, My thuat, Trai nghiém, hudng nghiép;
- Theo doi hoat dong cum 2 tiéu hoc;
- Mot s6 cong tac khac khi lanh dao Phong phéan cong.
4. Ong Nguyén Quang Anh - Vién chirc
‘ Tham muu cho 1anh dao Phong GD&DT thuc hién chirc ndng quan 1y nha nudc
vé cac linh vyc sau:
- Cong tac phd cap gido duc, x6a mu chit THCS, phan mém pho cip gido duc cia
B6 GD&DT. Tong hop phod cap gido duc, xdéa mu chir ciia Nganh;
- Cong tac Gido duc hudng nghiép, nghé phd thong;



- Tong hop tuyén sinh 16p 10;
- Website Phong GD&DT, cong thong tin dién tir ciia Nganh;
- Cong tac thong ké s6 liéu chung céc bac hoc MN, TH va THCS (bdo cdo thong
ké cac bo phdan can cdp nhat va guri vé ong Nguyén Quang Anh tong hop chung),;
- Ké hoach phat trién gido duc va dao tao vé sb 16p, hoc sinh cac nam hoc;
- Tong hop cac sb liéu ctia cap THPT khi ¢ yéu cau;
- BO mon Tin hoc TH, THCS;
- Theo doi hoat dong cum 3 THCS;
- M6t s6 cong tac khac khi 1anh dao Phong phan cong.
5. Ong Nguyén Viét Vin - Vién chirc
_ Tham muu cho lanh dao Phong GD&DT thuc hién chirc nang quan ly nha nudce
vé cac linh vuc sau:
- Cong tac Thi hoc sinh gioé1 THCS;
- Cong tac Thu vién, Thiét bi va phong hoc bo mén THCS;
- Truong hoc kiéu mau cap THCS;
- Cong tac Trung tam hoc tap cong dong va xay dung xa hdi hoc tap;
- Cong tac Thu ky Hoi Khuyén hoc ctia huyén;
- BO mon Toan, Ly THCS;
- Theo dodi hoat dong cum 1 THCS;
- Mot s6 cong tac khac khi lanh dao Phong phén cong.
6. ﬁng Nguyén Ngoc Tuén — Gido vién trwong THCS Phong Hoa
Tham muu Ianh dao Phong GD&DT chi dao thuc hién mon Sinh hoc, Cong nghé.
7. Ba Lé Thi Lé Thiiy — Gido vién truong THCS Nguyén Duy
Thflm muu lanh dao Phong GD&DT chi dao thyc hién mon Hoa hoc, KHTN.
8. Ong Ho Van Thang - Giao vién trwong THCS Nguyén Duy
Tham muu 1anh dao Phong GD&DPT chi dao thuc hién mén Thé duc, GDTC, day
boi va cac hoat dong TDTT cua Nganh.
IV. BO PHAN TO CHUC CAN BQ
Ong Biii Viin Hung - Chuyén vién
Tham muu cho 1anh dao Phong GD&PT thuc hién chirc ning quan 1y nha nude vé
cac linh vuc sau:
- Cong tac to chirc can bo;
- K& hoach phat trién gido duc va dao tao vé dinh bién doi ngil can bd, gido vién,
nhan vién cac nam hoc;
- Khiéu nai, t6 céo;
- Cong tac nhan quyén, ton gio, dan van chinh quyén;
- Cong tac tu tuong, chinh tri, giao duc phap luat trong CBGVNYV cua Nganh.
- Cong tac vi su tién bo ctia phy nit; binh dang gidi; dan sd, gia dinh va tré em;
- Cong tac tu vé PGD;



3)
- Cong tac trang hoang, bang ron, khau hiéu cac dip 18, tét, ngay ky niém,...;
- Mot s6 cong tac khac khi ldnh dao Phong phan cong.
V. BQ PHAN HANH CHIiNH — TONG HQP — KHO QUY
1. Ba Truwong Thi My Thuy - Vién chirc
Tham muu cho lanh dao Phong GD&PT thuc hién chiic ning quan Iy nha nude vé
cac linh vuc sau:
- Cong tac tong hop, xay dung ké hoach, béo cao chung ctia Phong GD&DT;
- HO tro cong tac quan 1y hd so theo quy ché: cdp phat vin bang, hoc ba, s6 Theo
doi va danh gid hoc sinh...;
- Cong tac xay dung nong thon maoi, xda doi giam nghéo, an sinh xa hoi;
- B6 mon GDCD, Dia Iy cap THCS;
- Mot s6 cong tac khac khi 1anh dao Phong phan cong.
2. Ong Vo Hong Chién - Vién chirc
Tham muu cho 1anh dao Phong GD&PT thuc hién chic ning quan 1y nha nude vé
cac linh vuc sau:
- Cong tac van thu, luu trit va quan 1y khuon dau cia PGD&DT;
- Theo ddi viéc dang ky lich va gidy moi qua mang;
- H3 tro TCCB vé tong hop nang luong, phu cap tham nién nha gido, nghi huu;
- M6t s cong tac khac khi 1anh dao Phong phan cong.
3. Ba Nguyén Thi Phuwong Thio - Vién chire
Tham muu cho 1anh dao Phong GD&DT thuc hién chiic ning quan 1y nha nudc vé
cac linh vuc sau:
- Cong tac cai cach hanh chinh, ra soat van ban quy pham phap luit, quy trinh
thuc hién ISO cua don vi;
- Cong tac phap ché;
- Cong tac chuyén truong cap TH, THCS;
- Cong tac kho quy;
- Cong tac xay dung co quan van hoa;
- Cong tac 18 tan PGD, chuan bj cac diéu kién hoi hop, hoi nghi co quan;
- HO trg cong tac vin thu ciia Phong;
- M6t sb cong tac khac khi 1anh dao Phong phan cong.
VI. BQO PHAN TAI VU
1. Ong Truwong Minh Hai - Ké toan truong
‘ Tham muu cho 1anh dao Phong GD&DPT thyc hién chiic nang quan ly nha nudc
ve céc linh vuc sau:
- Cong tac tai chinh, tai sdn cua Nganh;
- Cong tac xay dung co ban, CSVC, trang thiét bi Nganh, co quan PGD;
- Phong chéng thién tai, chay no...;
- Phong chdng tham nhiing, lang phi;
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- Cong tac tong hop va 1ap ké hoach ngan sach;
- Cong tac téng hop du toan, diéu chinh, phan bd du toan cho cac don vi du toan cép II;
- Tong hop quyét toan, xay dung du todn ngan sach hang nam.
- Cong tac quy ché chi tidu ndi bd.
- Xay dung bao cdo cua Nganh, Phong trong linh vuc tai chinh ngan sach.
- M6t s6 cong tac khac khi 1anh dao Phong phan cong.
2. Ong Piing Vin Hiru — Vién chire:
_ Tham muu cho lanh dao Phong GD&DT thyc hién chirc nang quan ly nha nudce
vé cac linh vuc sau:
- Cong tac ké toan don vi;
- K& toan cac quy: Chi bo, Cong doan, Quy tinh nghia, Hoi Chit thap do, ...
- HS trg Ké toan trudng trong cong tac xay dung co ban, CSVC, trang thiét bi
Nganh, co quan PGD;
- Cung Ké toan truong tong hop quyét toan, du toan ngan sach hang nam;
- Luu trit hd so cta bd phan ké toan;
- Mot sb cong tac khéac khi 1anh dao Phong phan cong.
~ Cong van nay co hi¢u luc k7é tr ngay ky, thuc hién trong nam hoc 2021-2022 cho
dén khi c6 thay doi, diéu chinh, b6 sung./.

Noi nhén: 7 TRUONG PHONG
- Thuong truc Huyén ty (d€ bao cao);

- Thudng truc HDND huyén (dé bao céo);
- UBND huyén (dé bao céo);

- Céc phong ban cap huyén (dé phdi hop);
- UBND céc x4, thi trin (dé phdi hop);

- Lanh dao, chuyén vién Phong;

- Website Nganh;

- Cac truong hoc truc thudc; 5
- Luu VT, TCCB. Nguyén Phi Hung
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