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Vé viée phan cong cong tac cia Hiéu Truéng va cac Phé Hiéu Trudng
Nam hoc 2025 — 2026

HIEU TRUONG TRUONG MAM NON HONG PAO

Can cw Quyet dinh sé 98/0D-UBND ngay 01 thang 7 nam 2025 ciia UBND
phirong An Khé vé viéc thanh ldp truong mam non Hong Pao thuéc UBND
phuong An Khé;

Can cir Thong tw 52/2020 BGD&DT ngay 32/12/2020 ban hanh Dzeu lé
trieong mam non vé viéc phdn cdp qudn Iy nha nuée déi véi nha truong vé chirc
nang, nhiém vu, quyén han cia Hiéu Truéng;

Theo dé nghi ciia UBND phuwong An Khé,
QUYET PINH:

Piéu 1. Chirc trach, nhiém vu ciia Hiéu truéng va Phé hiéu truéng

- Hiéu truong 13 ngudi ding dau trudng mam non Héng Dao; chiu trach
nhiém truéc UBND Phuong An Khé va trude phap ludt vé viée thuce hién trach
nhiém, t6 chirc quan 1y cac hoat dong va chat luong nudi dudng, cham sbéc gido
duc tré trong nha truong.

- Hi€u truéng phan cong cac pho hi¢u trudng giap hi¢u truong; chi dao, xir
1y thuong xuyén cac cong viée trong linh vuc hoat dong chuyén mon cua don vi.

- Pho hiéu truong la nguoi tham muu, giap viéc cho Hi€u truong chi dao
mot s6 mit cong tac va chiu trach nhiém trude Hiéu truong vé nhiém vu phan

cong; co thé duoc Hiéu truong uy nhiém diéu hanh hoat dong cia trudong mam non
Hong Pao khi Hiéu trudng vang mit.

Picu 2. Phan cong cong tac cu thé ciia Hiéu truwéng va Pho hiéu truéng.

1. Hiéu truéng truomg mam non Hong Pio - Ba Lé Hién My

- Hi¢u trudng 1a nguoi chiu trach nhi¢m td chuc, quan ly cac hoat dong va
chat luong nuo61 dudng, cham soc, giao duc tré em cua nha truong;

- Xay dung, t6 chirc bd may nha truong; lap ké hoach va to chuc thuc hién
ké hoach nudi dudng, cham séc, gido duc nam hoc; bao céo, danh gia két qua thuc
hién trudc hoi dong truong va cac cap co tham quyén; cé trach nhiém giai trinh khi
can thiét.

- Thanh 13p céc t6 chuyén mén, to van phong va cac hoi dong tu van trong
nha truong; bd nhiém tb trudng, td pho; dé xuét cac thanh vién cua hoi déng
truong trinh cdp c6 thim quyén quyét dinh.
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- Thyc hién cac nhi€ém vu quan ly can bg, gido vién, nhan vién theo quy dinh
ctia phap luat va hudng dan cia co quan quan 1y gido duc; thuc hién quy tic ting
XU clia can bd quan 1y theo quy dinh; x4y dung ké hoach phat trién ning luc nghé
nghiép cho gido vién, nhan vién; dong vién va tao diéu kién cho gido vién va nhan
vién tham gia cic hoat dong ddi méi gido duc; tham gia qua trinh tuyén dung,
thuyén chuyén gido vién, gidi thiéu nhan su dé bd nhiém phé hiéu truong.

- Quan 1y va st dung c6 hiéu qua cac ngudn tai chinh, tai san cta nha
truong.

- Tiép nhan tré em, quan 1y tré em va to chic cac hoat dong nudi dudng,
cham soc, gido duc tré em ctia nha trudng; quyét dinh khen thudng.

- Tham gia sinh hoat cing t6 vin phong; truc tiép tham gia cac hoat dong
gido duc 02 gio trong mat tudn; tu hoc, tu bdi dudng dé nang cao nang lyc chuyén
mon nghiép vy, ning luyc quan 1y; dugc huong ché do phu cap wu dii dbi v6i nha
g1do0 va cac chinh sach uu dai theo quy dinh.

- Tb chirc thuc hién quy ché dan chu ¢ co s&; thuc hién xa hoi hoa gido duc;
phéi hop t6 chirc, huy dong cac luc luong xa hoi cing tham gia hoat dong gido
duc, phét huy vai tro ctia nha trudong ddi voi cong dong.

- Chiu trach nhiém dao tao can bd nguén tai nha truong.

2. Pho6 Hiéu truéng trwong MN Hong Piao — Ba Pham Thi Xuan Thao

- Pho bi thu chi bg; Phé chu tich thuong truc hoi déng thi dua; pho chu tich
hoi dong trudng.

- Giup Hiéu trudng phu trach cac mét cong tac va chiu trach nhiém trude hiéu
truong va trude phap luat vé nhiém vu dugc phan cong: Hoat dong cong tac ban
tra, an toan thuc phém, v¢ sinh phong - chéng dich bénh, phu trach co s¢ vat chit,
trang thiét bi 46 dung day hoc — d6 choi cong tac xdy dung truong dat chuian Qudc
gia, cong tac img dung cong nghé thong tin trong quan ly; theo doi cong tac phong
chéng lut bio, Phong chdy chita chay; phu trach Pho cap gido duc tré mam non 5
tudi; Thue hién cong tac chir thap do va khuyén hoc; Xay dung chuyén dé bao luc
hoc duong.

- Tham muu thyc hién cong tac tao ngudn, phat trién dang; hd so cong tac
Dang.

- Phéi hop v6i PHT chuyén mén theo ddi cac hoat dong c6 lién quan dén giao
duc tré.

- Theo doi, thyc hi¢n hoat dong thi dua va cong tac cuia Chi bo.

- Thyc hién chi dao, giam sat cac hoat dong cia nhan vién bao vé, cap dudng,
nhan vién van phong.
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- Tham muu cong tac boi dudng va kiém tra, giam sat hoat dong cua Nhom
16p doc lap.

- Phuy trach theo doi, gidm sat hoat dong Poan Thanh nién.

- Truc tiép tham gia 4 hoat dong gido duc/1 tuan.

- Thyc hién cong tac ddo tao can bd ngudn Pho hiéu trudng.

- Biéu hanh hoat dong ctia nha trueong khi duge hiéu trudng Gy quyeén.

- Tham gia sinh hoat cung t6 16n — nhd; truc tiép tham gia cac hoat dong gido
duc 04 gio trong mot tuan; tu hoc, tu bodi dudng nang cao nang luc chuyén mon
nghiép vu, ning luc quan ly; duge huong ché do phu cip wu dai dbi véi nha gido
va cac chinh sach uu dai theo quy dinh.

- Thuc hién xa ho1 hoa gido duc, phat huy vai tro cua nha truong ddi vai cong
dong.

3. Phé Hiéu truéng trwong MN Hong Pao - Ba Nguyén Thi Hién Luong

- Giup Hiéu truong phu trach cac mat cong tac: Hoat dong chuyén mén; cong
tac ung dung cong ngh¢ thong tin trong quan 1y va té chirc day hoc, van hoda van
ngh¢ nha truong; thuc hi¢n cac cudc ng dong “Hai,khéng”; xay dung “Truong
hoc than thién — hoc sinh tich cuc”; “Moi c6 giao 1a tam guong dao duc tu hoc va
sang tao”; “Hoc tap va lam theo tam guong dao dirc H6 Chi Minh”; cf)ng tac thi
dua, hoat dong phong trao, hoat dong ngoai gio, cac hoat dong chuyén d¢ khac.

- Theo doi va thuc hién cong tac thi dua, khen thuong.

- Phéi hop cling véi hiéu truong quan ly cac nhém 1ép doc lap tu thuc trén dia
ban phuong.

- Thuc hién nhiém vu kiém dinh chét lugng va xay dung trudng chuan quc
gla.

- Phéi hop v6i PHT bén trd theo dbi cac hoat dong lién quan dén chim soc
nudi dudng tré.

- Tham muu thuc hién xay dung chuyén dé Dang; kiém tra, giam sat thyc hién
cua Chi bd.

- Kiém tra, giam sat hoat dong cta giao vién cac 16p.

- Theo ddi, danh gid hoat dong cta to chirc Poan thanh nién.

- Thyc hi¢n cong tac dao tao can bo nguén Pho hi€u trudng.

- Biéu hanh hoat dong ctia nha trudng khi duoc hiéu trudng uy quyén.

- Tham gia sinh hoat ciing to bé — tré; truc tiép tham gia cac hoat dong gido
duc 04 gi¢ trong mot tuan; tu hoc, tu boi dudng nang cao nang luc chuyén mon
nghiép vu, ning luc quan ly; duge huong ché do phu cap wu dai dbi voi nha gido
va cac chinh sach vu dai theo quy dinh.

- Thyc hién x4 hoi hoa gido duc, phat huy vai tro cia nha truong d6i voi cong
dong.
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Picu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 4: Cac ba Hiéu trudng, Phé hi¢u truong, cadc by phan co6 lién quan can
ctr Quyét dinh thi hanh./.
Noi nhdn:

- Nhu Diéu 4;
- Luu: VT, TCCB.
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