UBND XA TUAN GIAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG MN 20/7 Doc 1ap - Ty do - Hanh phtc
86: 04/QD-MN20/7 Tudn Gido, ngay 05 thang 01ndm 2026
QUYET PINH

Pi¢u chinh Phin cong nhiém vu can bd gido vién, nhan vién Truong
Mam non 20/7 nam hgc 2025 — 2026( 1an 1)

Can cuw Quyet dinh so /OD-UBND ngay25 thang 8 nam 2012 vé viéc thanh
Igp Truong Mam non 20/7 xa Tudn Gido |

Can cir Thong tw 19/2023/TT-BGDDT ngay 30/10/2023 cua B GD&DT
hwéng dan vé vi tri viéc lam, co cdu vién chirc theo chic danh nghé nghiép va dinh
mitC 6 lirong nguwoi 1am Viéc trong cac co so giao duc mam non céng 1dp;

Can cir Thong tu $6 52/2020/TT-BGD&PT ngay 31 thang 12 nam 2020 cua
Bé truéng BGD&DT vé viéc ban hanh Diéu 1é truong mam non;

Can civ Quyét dinh 555/0D-UBND ngayl17/12/2025 ciia UBNDxd Tuan
Gido vé viéc Vé viéc diéu dong va bé nhiém vién chie gii chirc vu lanh dao, qudn
ly.

Can cir Quyét dinh 565/0D-UBND ngay 19/12/2025 ciia UBND X& Tudn
Gido vé viéc diéu chinh tam giao sé lirong ngueoi 1am viée cho cdc don vi trieong
hoc thugc UBND x& Tuan Gido nam 2025.

Can cit két qua cude hop ngay 22 thang 12 nam 2025 ciia Truwong Mam non
20/7;

Xet nang lyc va kha nang cong tac cua can bg, giao vién, nhan vién,

QUYET PINH:

Piéu 1: Phan cong nhiém vy, dia diém quan ly, lam vi¢c cua can bd gido

vién nhan vién Trudng Mam non 20/7 nam hoc 2025 - 2026
(C6 phan cong nhiém vu cu thé kém theo)

Piéu 2: Can bd giao vién nhan vién nha trudng can clt nhi€ém vu cu thé duoc
phan céng, c6 trach nhiém xay dung ké hoach hoat dong va thuc hién ké hoach
phu hop véi nhi€ém vu cong viéc dugc giao.

Pi¢u 3: Quyét dinh nay c6 hiéu lyc ké tir ngay ky dén khi c6 vian ban thay
thé. Cac to chuyén mon, td van phong, bd phan ké toan va c4 nhan co tai tai diéu 1
chiu trach nhiém thi hanh quyét dinh nay.

HIEU TRUONG
Noi nhdgn:
- CBGVNV
- Phong VH xa Tuan Gido
- Website
-Luu NT

Pham Thi Phwgng
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PHAN CONG NHIEM VU
Can bg giao vién nhan vién Truwong Mam non 20/7
(Kém theo 0P s6 /OP-MN20/7 ngay 22 /12/ 2025 ciia Triong MN20/7)

I. BAN GIAM HIEU

1. P/c: Pham Thi Phwgng - Hi¢u truwéng

- Phu trach chung céac hoat dong cua nha truong, chiu trach nhiém truéc Dang
bd, HDND, UBND x3 Tuén Gido, vé thuc hién chirc nang nhiém vy, thadm quyén
quan 1y nha nudc vé gido duc mam non cua nha truong.

- Truc tiép phu trach cac linh vyc:

+ Chinh tri tu tuong, bdo vé chinh tri nd1 bg; xay dung, t6 chuc bo may can
bd.

+ Xay dung ké hoach gido duc nha truong.

+ Béo céo, danh gia két qua thuc hién trudc Hoi dong trudng va cac cap cd
thAim quyén.

+ Thanh 14p céc to chuyén mon, to van phong va cac Hoi dong tu van trong
nha truong;

+ B6 nhiém t6 trudng, to phd; d& xuat cac thanh vién ciia Hoi dong truong
trinh cdp c6 thAm quyén quyét dinh.

+ Phan cong nhi¢ém vu giao vién, quy hoach mang ludi truong 16p.

+ Tham gia qué trinh tuyén dung, thuyén chuyén gido vién, giéi thiéu nhan su
bd nhiém pho hiéu trudng.

+ Quan 1y va str dung c6 hiéu qua cic ngudn tai chinh, tai san ctia nha trudng.
Tiép dan; BHXH, BHYT.

+ Tiép nhan tré em, quan ly tré em va chi dao cac hoat dong nudi dudng,
cham soc, gido duc tré em cua nha truong.

+ Panh gia chuan nghé nghiép va danh gi vién chirc cubi nam.

+ Thi dua khen thuong, ky luat.

+ T6 chuc thuc hién quy ché dan chi & co s0, giai quyét khiéu nai, t6 céo,
phong chéng tham nhiing.

+ Chi dao cbng tac kiém tra noi bo.

+ Chi dao cong tac xa hoi hoa gido duc.

+ Cong tc Pang, t6 chirc chinh tri x& hoi.

+ Quan ly ngay gio cong lao dong cuia CB, GV, NV.

+ Pam bao c&c quyén loi cho ngudi lao dong.

- Chu tai khoan sb 1.

- Tham gia c4c hoat dong gido duc 02 gio trong mot tuan; duge hudng ché do
phu cép va cac chinh sach vu dii theo quy dinh.

- Thye hién cac nhiém vu khac do Pang bo, HDND, UBND phéan cong.

2. P/c: Hoang Thi Bay- P.Hiéu truéng

- Chju trach nhiém trudc Hiéu trudng va trudc phap ludt vé cong tac duoc
phan cong.

Gilp Hiéu truong chi dao, thuc hién cac linh vuc cdng tac sau:

- Phu tréch cac linh vuc: Chuyén mén, chuyén dé, hoi thi co va tré, tong hop
cac s liu chung vé chuyén mon; Cac quy dong gop ung hod gido duc; Khao thi va
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quan ly chat luong GD; CNTT va chuyén d6i sd; Xay dung truong chuan qudc gia;
dung ké hoach dinh muc ciia BGH giri GV trude tuan thyc hién; Thong ké;; Boi
dudng thuong xuyén; Coéng tac TPKT; nghién ctru khoa hoc, sang kién kinh
nghiém; Cong tac nudi dudng hoc sinh ban trl; cac ché do chinh sach cua hoc sinh
trong toan truong; Cong tac kiém tra ndi bo;

- Xay dung ké hoach va trién khai thuc hién. Lam béo céo; ky duyét, luu gilr
hé so cac linh vuc cong tac phu trach.

- Chi dao theo doi cong tac cham séc, giao duc tré tai 16p MGL, MGN,
MGB.MG ghép

- Phu trach cong tac quan ly xay dung moi truong khu trung tdm.Ban Lap

- Chi tai khoan s6 2

- Tham gia c4c hoat dong gido duc 4h/tuan;

- Thay mit Hiéu truong quan 1y, diéu hanh moi hoat dong cua nha trudong khi
duoc Hiéu trudng ty quyén.

- Thyc hién mot s6 cdng viéc khac do Hiéu trudng phan cong.

3. P/c: Lé Thi Hong Nhung- P.Hiéu truéng

- Chju trach nhiém trudc Hiéu trudng va trudc phap luat vé cong tac duoc
phan cong.

- Gilp Hiéu trudng chi dao, thuc hién cac linh vuc cong tac sau:

- Phy trach céc linh vuc: Tuyén sinh; Pho cap gido duc Gido duc, van thu luu
trit; cai cach hanh chinh; Co so vat chat, thiét bi truong hoc; Xay dung truong hoc
xanh sach dep, an toan; phong chéng TNTT trong trudng mam non; Khuyén hoc;
cong tac chir thap do; Y té truong hoc; phong chong thién tai, dich bénh; PCCC;
ATGT; Céc hoat dong thé duc, thé thao; cong tac nit, binh déng gidi, vi su tién bod
phu nit; Tuyén truyén phd bién GDPL; H6 so thuc hién quy ché dan cha; Ho so dan
van chinh quyén; Ung xir van hoa ; Website, Fanpage.... nha truong.

- Xay dung ké hoach va trién khai thuyc hién. Lam béo cdo; ky duyét, luu gilr
hé so céc linh vuc cong tac phuy trach.

- Chi dao theo doi cong tdc cham séc, gido duc tré tai lop MGB, NT, Ghép
Ban Lap.

- Phu trach cong tac quan ly xay dung moi truong khu trung tdm.Ban Lap

- Tham gia cé4c hoat dong gido duc 4h/tuan;

- Thay mat Hiéu truong quan 1y, diéu hanh moi hoat dong cua nha trudng khi
dugc Hiéu trudong uy quyeén.

- Thyc hién mét sé cdng viéc khac do Hiéu trudng phan cong.

B. PHAN CONG NHIEM VU CHO TO TRUONG, TO PHO CHUYEN MON

I. TO TRUONG CHUYEN MON

4. T chuyén mon

- T6 truong: D/C Db Thi Bich Thuy + Pao Thu Hoai

- T6 ph6: B/C: Nguyén Thi Thuy

- Thanh vién: 12 d/c giao vién.

- Nhiém vu chung: T6 trudng, t6 pho tham muu cho hiéu truong va chi dao
thuc hién nhiém vu chuyén mon thudc t6 duogc giao phu trach. Xay dung ké hoach,
chi dao thuc hién cac hoat dong cua t6 theo Piéu 1€ truong mam non. Theo d&i binh
xét thi dua va cac hoat dong khéc cua t6.



- Nhiém vu cu thé:

+T6 truong: Xay dung va thyc hi¢n ké hoach hoat dong chung cua to; hudng
dan xdy dung va quan 1y ké hoach c4 nhan cia to vién theo ké hoach day hoc; theo
doi thyc hién chuong trinh va cac hoat dong gido duc khac cua td. TH chirc boi
dudng chuyén mon va nghiép vy; tham gia danh gid, xép loai cac thanh vién cua to
theo quy dinh ctia Chuin nghé nghiép gido vién va cac quy dinh khac hién hanh.
Kiém tra ky duyét hé so gido vién hang thang. Pé xuét khen thudng, ky luat dbi voi
gido vién. Piéu hanh céac hoat dong chuyén mén trong pham vi t6. (Smh hoat
chuyén mon 1 thang 2 1an, t6 chuc thao giang, du gio t vién, chuyén dé, .....)

+ T6 phé chuyén mén: Tham muu cho to trudng trong viéc xay dung ké
hoach va diéu hanh thue hién ké hoach t6. Soan thao, ghi chép, tong hop céc sb licu
vé cac hoat dong cua to CM. Piéu hanh cac hoat dong chuyén mon khi dugc Ban
giam hi¢u phan cong, hodc t6 trudng uy quyén.

5. T6 viin phong

-Té trudng: B/C Pham Thi Nha Trang

- Thanh vién: Nhan vién y té hoc duong, ké toan, bao vé, phuc vu.

- Nhi¢m vu: Xay dung ké hoach chung cua td, chi dao to vién thuc hién theo
ké hoach t6, ké hoach ctia nha truong. Tham muu cho BGH cac hoat dong: Cong
tac tai chinh, cong tdc ban tru, cong tac y té hoc duong, vé sinh ATTP, cong tac
cong khai, mua sam stra chita cac hang muc nho, thiét bi truong hoc, cong tac van
thu thu quy, bao vé va mot sb cac nhiém vu khac ctia nha truong. Thuc hién kiém
tra, danh gia chat luong hiéu qua cong viéc cia cac thanh vién trong to theo ké
hoach ctia nha truong; tham gia danh gia, xép loai nhan vién theo quy dinh. Phéi
hop v61 gido vién thyc hién nhiém vu chung vé xay dung moi truong, lao dong vé
sinh ngoai 16p hoc. Sinh hoat it nhat 1 1an/thang.

Il. CAC BQ PHAN KHAC

1. Thanh Tra nhéan déan ( T6 giam sat)

Hoat dong theo Piéu 1& doan TNTP HCM; xay dung ké hoach cong tac ca
nim, hoc ky, ting thang, timg tudn cta chi doan. Tham gia cong tac bao vé moi
trrong; Tham gia hoat dong van hoa, van nghé, TDTT, cac hdi thi trong va ngoali
nha truong.

Chiu trach nhiém cac hoat dong cta doan.

Pé xuat viéc khen thuong va ky luat ddi véi doan vién 1a gido vién.

Phéi két hop véi cac t6 chirc doan thé trong va ngoai nha trudng gido duc hoc
sinh va t6 chirc thyc hién céc phong trao thi dua. Két hop ciing Poan xa phat dong,
duy tri cac phong trao thi dua, to chitc hoat dong cac ngay 12 16n.

2. Thii quy ( Thu chi khong dung tién mit)

Du cac loai ho so theo quy dinh.

Thu cac khoan thu theo quy dinh cta truong, don déc cac GVCN 16p hoan
thanh cac khoan thu theo ké hoach. Pam bao chi dang, chi du theo 1énh chi cua Hi¢u
truong.

Hang thang téng hop cac loai quy trude Hoi dong su pham nha truong.

Khi phat tién tha quy yéu cau nguoi nhan phai ky vao ching tir va s chi cia
thu quy.

Chiu trach nhiém trude Hiéu trudng va phap luat vé viée duogc giao.



3. Thu ky ddi dong

Ghi chép diy du ndi dung cac cudc hop ciia hoi ddng su pham, Hoi dong
truomg, hoi ddng thi dua va ctia to chirc x& hoi khac khi lam viéc véi nha trudng,

Soan thao van ban theo nhiém vu duoc giao.

Chiu trach nhiém trudc BGH vé nhitng viéc duoc giao.

111. PHAN CONG NHIEM VU CHO GIAO VIEN NHAN VIEN

1. Giao vién
STT [Tén giao vién L6p chi Ghi chu
nhiém
x : , Dan chuong trinh chuong trinh cac
1 Nguyen Thi Thuy ngay 13 hoi . Phu trach lao déng
MGL chung toan trudng
2 Vil Thi Xuyén Ph91 hop cong tac xay dung moi
truong
3 |Pham Thj Thanh Hai Phoi _hc_rp phu trach van ngh¢ GV,
hoc sinh
X e 1y : T6 truong CM. Chi dao céc 16p
4 [P0 Thi Bich Thuy MG Xay dung 16p hoc hanh phic
MGN
5 Nguydn Thi Thu Uyén Ph(31 hop cong tac xay dung moi
truong
‘ s Phoi hop cong tac xay dung moi
6 [Luong Thi Chinh MGB treomg khu
7 ‘ Thu ky Hoi do
Ta Thi Hong Ha Ky Ho dong
8 [Pao Thu Hoai
9 [Tong Thi Thuong Nha tré
10 Ping Minh Ngoc Ghép 2- Tfuoclllg BTTl\ID. ‘Ph01 hop cOng tac
) 5T Ban Xay dung MOl truong _
11 Nguyén Thi Thanh Nga L4 Quan ly chi dao xay dung moi truong
4P khu Ban Lap Cong khai
bira an tai di€m truong

2. Nhén vién

2.1. P/C: Pham Thi Nha Trang - Ké toan

- Chiu trach nhiém céc loai hd so sd sach theo quy dinh vé tai chinh - ké toén.

- Tham muu d& xuét viéc thuc hién cac ché do chinh sach cho can bo giao
vién nhan vién va hoc sinh. Chi lwong va cac khoan phu cip cua nha trudng, chi
mua sim tai san, nang cap sira chita trudong 16p hoc khi duoc chi dao;

- Lap s6 theo ddi, quan ly tai san céng nha trudng.

- Lap s6 theo ddi nang luong, chuyén ngach CBGVNV toan truong.

- Cap phét van phong pham, bao hlem x4 hoi, bao hiém y té. Phy trach cong

tac ban trG: Chju trach nhiém tham muu vé cong tac ban trd, tinh ché do an, cong
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khai tai chinh thuyc don hang ngay tai trung tim va cung cap ding Website nha
truomg. Luu gitt hd so ching tir ban tra.
- Tham muu c&c ché do hd tro hoc sinh, kinh phi khuyén hoc.
- Theo di chim cong, phat glay di duong.
2.2. P/c: Pham Thi Anh Hong - Y té hoc duwong

Phuy trach cong tac y té hoc dudng: Xay dung céac loai ké hoach, phuong 4n
vé chim soc strc kho¢, dam bao an toan cho tré em trong truong. Can do chdm biéu
dd hoc sinh toan trudng trén phin mém. Bao quan cip phat thudc theo quy dinh
(néu CO) Phdi hop voi cac don vi, doan the trong x& trién khai, thuc hién cac hoat
dong y té truong hoc va cic hoat dong y té khac, xay dung moi trudng xanh - sach -
dep, an toan.

- Tham muu, phy trach cong tac phong chéng dich. Xay dung phuong 4n nha
truong khi c6 dich bénh xdy ra. Kiém tra cong tac vé sinh.

-H5b tro cong tac thong ké phan mém.

-Phu trach cong tac v€ sinh an toan thuc phém, nhan thuc phém, kiém tra
cong tac ban tru, ché bién luu mau thue pham. Thyc hién kiém thuc 3 bude.

- Phu trich ¢6ng tac van thu, quan Iy con diu nha trudng.

-Phu trach cong tac thu quy: (Thuc hién thu chi khong dung tién mat)Thu
ung ho cac loai quy ndp cap trén. Thu cic khoan XHH cac 16p. Quan 1y quy tién
mit ctia nha trudng. Rut va phat ché do chinh sach GV, HS (néu co)

- Theo ddi cham cong, phat gidy di duong.

- Phu trach bing z6n khau hiéu.

- Phéi hop véi to truong t6 VP thuc hién nhiém vu to, ghi chép bién ban céc
cudc hop to.

2.3. P/c: Quang Van Hop - Bao v¢

-Béo vé toan b tai san, co s& vat chat, dam bao an ninh, phong chéng chay
nd, an toan nha truong. Thuong xuyén kiém tra bao dudng tai san, d6 dung dd choi
ngoai troi, dién, nudc, ddm bao an toan phong chong chdy né. Chiam soc cat tia cay
xanh.

-Khéng dé khach, hoc sinh ra vao, di lai tu do trong trudng (dic biét trong gid
lam viéc), dong va mé cira phong hoc, md va tat dién kip thoi tranh 1ang phi dién
nang. Chiu trach nhiém bdi thudng thiét hai xay ra do bat trach trong cong viéc.

-Chii dong kiém tra co s& vat chat trung tam va diém trudng Ban Lap, phdi
két hop véi truong ban, cong an vién trong coi co s¢ vat chat truong 16p hoc, hong
hoc bao ngay cho BGH nha truong.

- Theo ddi khach dén truong.

-Pong mé cong, phong lam viée dung thoi gian quy dinh.

2.4. Ngo Thi Hing - Phuc vu

- Chju trach nhiém don dep vé sinh khu cong trung tdm trudng.

-Thuc hién HJ tro ndu an ban trd. Xudt nhap kho hang ngay. Chiu trach
nhiém luu mau thie an. Quan Iy tai san nha bép. Pua com diém trudng ban Lap.

- Trong chiam s6¢ vudn cd tich khu trung tam.

2.5. Pham Thi Luyén — N4u én
- Chiu trach nhiém don dep vé sinh khu céng trung tam truong.
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- Thyc hién nau an ban tra. Xuét nhap kho hang ngay. Phdi hop lvu miu thirc
an Quan Iy tai san nha bép. Pua com diém trudng ban Lap.

- Trong cham séc vuon c6 tich khu trung tam.

Lwu y: Ngoai nhitng cong viéc dugc giao nhu trén CBVGNYV thuc hién cac
nhiém vu khac do Hiéu trudng phan cong, cd trach nhiém phdi hop véi cac ban
nganh doan thé nha truong thuc hién tdt nhiém vu dugc giao.
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