SO GD&DT THANH PHO PONG NAI  CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG THPT LE QUY DON Poc 1ap — Tw do — Hanh phuc

Nghia Trung, ngay 05 thang 9 nam 2026

PHAN CONG NHIEM VU LANH PAO
TRUONG THPT LE QUY PON
(Thue hién tir thang 05/09/2026)

Can ct Luat Gido duc 2005 da duge sira ddi bd sung 2012; Luat vién chirc
2010 va Diéu 1é trudng tiéu hoc, truong trung hoc co s, trudong trung hoc phé) thong
va trudng phd théng cé nhiéu cip hoc ban hanh kém theo Thong tu s6 15/2026/TT-
BGDDT ngay 24 thang 3 nam 2026 cua B Gido duc va Dao tao;

Can ctr Noi dung cudc hop Cép uy, Ban giam hiéu ngay 03/9/2026;

Truong THPT Lé Quy Pon phan cong nhiém vu cta cac dong chi linh dao
nhu sau:

- Ban Giam hi¢u lam vi¢c trén nguyén tac tap thé 1anh dao, ca nhan phu trach
cO su phan cong, phan nhi€ém cu thé cho tung thanh vién trong Ban gidm hiéu.

- Hiéu trudng 1a ngudi chiu trdch nhi€ém toan bd cidc hoat dong trong nha
truong, 1a nguoi té chuce, chi dao, thuc hién moi nhi€ém vu trong nha truong. Khi hiéu
truong di vang, iy quyén cho 01 Pho Hiéu truéong chi dao cdc hoat dong ctia nha
truong.

- Pho Hi€u trudng 1a nguoi giup viée cho Hiéu trudng, chi dao thuc hién cac
nhiém vu va chiu trach nhiém vé nhitng cong viéc dugc phan cong.

- CAp 1ty 1a nguoi thuc hién cong tac chi dao hoat déng chung ctia Nha trudng,
ho trg BGH thuc hién mét s6 nhiém vu cu thé dugc Bi thu chi by phan cong

1. Ba Lé Thi Bich Hanh - Bi thu chi b - Hi€¢u truéng

Phu trach chung va thuc hi¢én cdc nhi¢m vu cua Hi¢u truong theo Piéu 11 cua
Diéu 1é truong THPT hién hanh, 1a nguoi chiu trach nhiém trudc Giam ddc So
GD&DT vé toan b cong tac quan 1y nha trudng theo ché do truong Chudn quéc gia.
Chiu trach nhi€ém quan ly, diéu hanh moi hoat dong cua nha truong theo quy dinh cua
Phap luat va truc tiép thuc hién cac nhiém vu va quyén han Cu thé sau day:

- Phu trach chung; xay dung td chirc bo may; thuc hién Nghi quyét cua Hoi
dong nha truong; xay dung ké hoach nam hoc, ké hoach chién lugc phat trién nha
truong va to chuc thuc hién ké hoach. Phu trach cong tac Bang va cac doan thé cua
truong.

- La nguodi phat ngdn chinh thuc cia truong.

- Quan ly cong tac tu tuong trong CB-GV-NV; cong tac bao vé chinh tri ndi bo;
cong tac to chitc can bo; cong tac ke hoach tai chinh; cong tac thi dua khen thudéng, ky
luat; xét duyét két qua danh gia xép loai hoc sinh.



- Quan ly gido vién, nhan vién, hoc sinh; T chirc kiém tra, danh gia viéc thuc
hién nhi€ém vu cta cac Pho hi¢u trudng, cac to, bd phan va toan thé CB, GV, NV va
hoc sinh.

- Quan hanh chinh, tai chinh, tai san ctia co quan; thuc hién céc ché d6 chinh
sach cuia Nha nudce d61 véi can bo nha gido, nhan vién va hoc sinh.

- T6 chue, chi dao thuc hién quy ché dan chu trong cac hoat dong cuia nha
truong.

- Lam chu tich cac Hoi déng: khoa hoc, thi dua khen thudng, ky luat, tuyén
sinh, tuyén dung va céac hoi dong tu van khac.

- Xir 1y cac cong vin giri dén truong; duyét cac ké hoach, chuong trinh cong tac
cua nha truong; duyét trude khi ban hanh cac ndi quy, quy ché, cac quy dinh ap dung
trong nha truong.

- Phéi két hop véi cac to chirc trong va ngoai nha trudng thuc hién cac muc tiéu
nguyén 1y gido duc.

- Duyét ké hoach cua cac Phé hiéu trudng, Poan thé.

- Kiém duyét, cham diém bai ding trang Websitibe ctia truong.

- Chu tri t6 chue thuc hién xay dung Truong hoc Hanh Phuc.

- Thuc hién giang day hoat dong trai nghi¢m, k¥ nang cho hoc sinh.

- Chiu trach nhiém Website, FB cua truong.

- Sinh hoat chao cd dau tuan (hoic dé xuat phan cong BGH) tiy thudc vao ndi
dung chinh cua tuan.

- Cong tac giai quyét don thu, khiéu nai t6 cdo, cong khai dan chu, phong
chong tham nhiing.

- Phu trach cong tac cho hoc sinh nhap hoc, théi hoc, chuyén di, chuyén dén,
1ap hoc ba khoi 10.

2. Ong Nguyén Pirc Tinh — Phé Bi thw chi b - Phé Hiéu truéng

Thay mit Hiéu truong diéu hanh hoat dong ctia nha truong khi dugc uy quyén,
tham muu cho Hi¢u trudng quyét dinh cac nhi¢ém vu v€ hoat dong trong nha truong,
truc tiép thuc hién va chiu trach nhi€ém truéc Hiéu trudng vé nhiing nhi€ém vu duoc
phan cong nhu sau:

- Tham muu xay dung Ké hoach nim hoc, béo cdo so két, téng két nam hoc.

- Tham muu kiém tra thuong xuyén va dinh ki viéc thyc hién quy ché chuyén
mon cua giado vién, 1ap ké hoach kiém tra né nép trong cac hoat dong chuyén mon cua
nha truong. Trién khai, theo doi, don doc viéc thuc hién sinh hoat chuyén mon cua
giédo vién.

- Chi dao cac hoat dong sinh hoat chuyén dé, hoi théo, tap huén chuyén moén
nghiép vu.

- Tham muu Hiéu truong thém vé cong tac giai quyét don thu, khiéu nai té cdo,
cong khai dan chu, phong chong tham nhiing.



- Tham muu cho Hiéu trudng trong cong tac tuyén dung gido vién, nhan vién.
- Chi dao cong tac xét nang luong hang nam.

- Chiju trach nhiém vé chit luong, s lugng gido vién gioi.

- Phu trach kiém tra, don ddc viéc day thuc hanh cua gido vién.

- Chiu trach nhiém vé ho so khéi 12 (kiém tra va ky hoc ba, s6 diém).

- Phu trach ky va luu S6 dau bai budi sang.

- Phy trach cong tac kiém dinh chat luong gido duc, coéng tac truong chuin
Quodc gia.

- Chiu trach nhiém quan 1y diém trén Co s& dit liéu nganh.

- Phu trach cac cong tac: thi THPT Quéc gia, tu van tuyén sinh Pai hoc.

- Phu trach cong tac Khao thi.

- Tham muu tinh, duyét thira gio cho gido vién.

- Phu trach cong téc thi lai, xét 1én 16p sau thi lai.

- Phu trach cong tac chuyén ddi mon hoc lya chon, cum chuyén dé hoc tap.
- Tham muu cong tac day on tap hoc sinh chua dat.

- Tham muu viéc nhan xét danh gia gido vién vé trinh d§ nghiép vy, tinh than
trach nhi€ém cua gido vién trong cong tdc chuyén mon dé Hi€u truong nhan xét, danh
gia chuan, danh gia cong chtrc, vién chirc hang nam.

- Tham muu véi Hiéu trudng vé Viéc su dung CSVC cua can tin, nha xe, thu
quan.

- Phu trach cong tac an ninh, trat tu chung.

- Phu trach cong tdc phong chay chira chdy trong co quan.

- T6 chirc va thyuc hién cdng tdc Van thu - Luu trir; Thu vién.
- Phu trach cong tac Pho cap Gido duc

- Chiu trach nhiém cong tac tham muu cong tac danh gia chuan; danh gia cong
chure, vién chirc.

- Chiju trach nhiém vé d6n ddc, theo dbi viée quan 1y, khai thac, sit dung, luu
trtr ho so vién churc
- Phu trach xép thoi khoa biéu.

- B4 tri: phong hoc, phong bd mon, phong sinh hoat chuyén dé, phong bdi
dudng hoc sinh gioi, phong hoat dong cac CLB... D€ xuat va theo doi viéc thuc hién
ndi quy lam viéc cua cac phong nay.

- Phu trach quan 1y co s& vat chat ctia cac phong hanh chinh, phong hoc, phong
thi nghiém thuc hanh, phong bd mén va cac phong khac; phu trach co s& vat chat
phuc vu cac ky kiém tra (do trudng t6 chirc), cac ky thi do nganh t6 chirc tai truong
(néu c6). Ra soat, chinh sira, hoan thién Quy ché sir dung, bao quan CSVC nha



truong; TO chic ban giao, theo do1 qua trinh su dung CSVC nha truong cua CB-GV-
NV va hoc sinh; Pinh ky t6 chic kiém ké CSVC 01 lan/nam; tham muu dé xuat cho
Hi¢u truong ké hoach mua sam, stra chira, taing cuong CSVC phuc vu nhiém vu tirng
nam hoc.

- Phu trach to: Ngit vin, Lich sir - GDKT&PL, Pia Ly — Tin, Van phong. Theo
doi va hudng dan hoat dong cua cac t6 chuyén mon dugc phan cong phu trach; Chi
dao x4y dung cac loai ké hoach; Kiém tra ho so va duyét ké hoach; Quan ly, theo ddi,
dé xuat di€éu chinh phan cong chuyén moén; Theo doi viéc thuc hién chuong trinh ctia
to chuyén mon dugc phan cong phu trach theo dung quy dinh. Phy trach va chiu trach
nhiém vé chat lugng, hiéu qua cac gio day cia gido vién t0 phu trach. D€ xuat cac
bién phap quan ly dé nang cao chat lugng day hoc, chat lugng miii nhon, chat lugng
dai tra.

- Sinh hoat chuyén mon & t6 Toan va tham gia giang day mon Toan.

- Tham muu x4y dung ké hoach va bo c&o linh vuc dugc phan cdng phuy trach
(dinh ky va dot xuat).

- Giai quyét nhitng cong viéc hoic thuc hién cac cong tac dot xuat khac do
Hiéu truong phén cOng/uy quyeén.

- Phai chiu trach nhiém trudc phat luat vé nhitng sai pham (néu dé xdy ra) trong
linh vyc, nhi€ém vu minh dugc phan cong hodc tham muu.

3. Ong Pham Vin Phu - Chi iy vién - Phé Hiéu truéng

Thay mat Hiéu truong diéu hanh hoat dong cua nha truong khi duge uy quyén,
tham muu cho Hi¢u truong quyét dinh cac nhiém vu vé hoat dong trong nha truong,
truc tiép thuc hién va chiu trach nhiém trudc Hiéu trudng vé nhiing nhi€ém vu duoc
phan cong nhu sau:

- Chu tich Hoi Chir thap do nha trudng. Truc tiép quan ly, diéu hanh, chi dao
hoat dong ctia HO1 Chir thap do, cong tac lién quan y té.

- Truéng Ban tu van, gido duc tdm 1y hoc sinh - dao dirc hoc sinh; tu van, giéo
duc phap luat; tuyén truyén, phd bi€n cac van ban phap luat.

- Phu trach thi dua hoc sinh, quan 1y va diéu hanh Ban né nép.

- Phu trach cong tac quy hoach ngudn hang nim. Luu trit ho so dung quy dinh.

- Phu trach cOng tac hoc tap va rén luyén cta hoc sinh.

- Chiu trach nhiém vé chat luong, sb lugng HSG.

- Chju trach nhiém kiém tra, don dbc, chi dao cong tac Ban Pai dién CMHS.

- Phu trach cong tdc cia GVCN: Xay dung ndi dung ké hoach sinh hoat chu
nhi¢m; ki€m tra, tong hop, tham muu danh gia GVCN.

- Chiu trach nhiém tham muu to chirc cac ky thi cip truong.

- Phu trach cong tac tuyén sinh vao 16p 10 hang nam.

- Phu trach bién ché 10p, si sb hoc sinh.



- Phu trach cong tac ké khai tai san.

- Chu tri dao dién, xay dung ké hoach, phan cong nhiém vu trong viéc td chirc
cac ngay lé, so két, tong két...

- Phu trach hoat dong Ngoai gio 1én 16p, Gido duc k¥ ning séng va Hudng
nghiép cho hoc sinh.

- Chiu trach nhiém vé ho so khdi 10, 11 (kiém tra va ky hoc ba, s6 diém).

- Phy trach ky va luu gido an, so diém, so6 dau bai budi chidu.

- Tham muu cong tac day on tap thi tot nghiép THPT. Chiju trach nhiém cong
tac xép TKB day 6n tap thi tot nghiép THPT.

- Chiju trach nhiém kiém tra, don ddc, chi dao cong tac ung dung CNTT va sang
tao ki thuat, thi nghe, ing dung cong nghé sé trong quan ly gido duc.

- Phu trach cong tac chuyén dbi sé.

- Phu trach tham muu cong tac xay dung Truong hoc Hanh phuc.

- Phu trach cong tac Cong ddng hoc tap

- Phu trach cdng tac thdng tin, tuyén truyén. Kiém tra, dé xuat thay thé khau
hi¢u, co nudc, hinh anh, treo ¢ va cac ndi dung thong tin tuyén truyéen trong nha
truong.

- Phu trach canh quan, v¢ sinh toan truong; Tham muu thyc hi¢n ké hoach kiém
tra vé sinh moi truong, vé sinh an toan thuc pham trong nha truong; Lanh dao, dicu
hanh céac hoat dong lao dong vé sinh cua hoc sinh; cOng tac phoi hop véi cac co quan,
don vi va ho dan quanh truong trong viéc dam bao vé sinh via hé, canh quan chung
quanh nha truong; cong tac khanh tiet trong cac dip Le.

- Phy trach to: Toan, Vat li — Céng ngh¢, Tiéng Anh, Hoa — Sinh, GDTC —
QPAN. Theo doi va hudng dan hoat dong cua cac t6 chuyén mén duoc phan cong phu
trach; Chi dao xay dung cac loai ké hoach; Kiém tra ho so va duyét ké hoach; Quan
ly, theo ddi, d€ xuat di€u chinh phén cong chuyén moén; Theo doi viéc thuc hién
chuong trinh cta t6 chuyén mén dugc phan cong phu trach theo dung quy dinh. Phu
trach va chiu trach nhiém vé chit luong, hi€u qua cac gio day cua gido vién t6 phu

trach. P& xudt cac bién phap quan 1y dé nang cao chit lugng day hoc, chat lugng miii
nhon, chat luong dai tra.

- Sinh hoat chuyén mén & t6 Vin va tham gia giang day moén Vin.

- Tham muu x4y dung ké hoach va bdo c4o linh vuc dugce phan cdng phuy trach
(dinh ky va dot xuat).

- Giai quyét nhitng cong viéc hoic thuc hién céc cong tac dot xuit khéac do
Hi¢u truong phén cong/uy quyen.

- Phai chiu trach nhiém trudc phat luit vé nhitng sai pham (néu dé xay ra) trong
linh vuc, nhiém vu minh dugc phan cong hoac tham muu.

4. Ong Nguyén Vin He - Chi iy vién, kiém gido vu

- Chiu trach nhiém cong tac thi dua gido vién.



- Chiu trach nhiém cong tdc khen thudng toan trudong.
- Chiu trach nhiém cong tac kiém tra ndi bo trong nha trudng.
- Tham muu voi Hiéu truong vé Viéc quan 1y cin tin, nha xe, thu quan, khu tap
thé giao vién.
- Chiu trach nhiém cong tac phong trao ctia gido vién.

- Chiu trach nhiém tham muu véi Hiéu trudng vé cong tic ché do, quyén lgi
CB-GV-NV.

- Tham muu xay dyng ké hoach va béo céo linh vuc duoc phan cong phu trach
(dinh k¥ va dot xuit).

- Giai quyét nhitng cong viéc hoic thuc hién cac cong tac dot xuat khac do
Hiéu truong phén cong/uy quyen.

- Phai chiu trach nhiém trudc phat luat vé nhitng sai pham (néu dé xay ra) trong
linh vyc, nhi€ém vu minh dugc phan cong hodc tham muu.

5. Ong Lir Vin Trung - Chi iy vién, kiém gido vu
- Phu trach cong tac sang kién.

- Chiu trach nhi¢m tham muu véi Hi¢u truéng muu vé cong tac boi dudng, dao
tao.

- Phin cong truc truong cac ngay L&, Tét... (BTPT chi dong tham muu phan
cong GVCN va HS truc).

- Chiu trach nhi€ém cong tac Khuyén hoc, cong déng hoc tap
- Chiu trach nhiém cong tac Binh dang gioi.
- Phu trach céc cudc thi tuyén truyén do cac cap to chic

- Tham muu xay dyng ké hoach va b&o c4o linh vuc duoc phan cdng phu trach
(dinh ky va dot xuat).

- Giai quyét nhitng cong viéc hoidc thuc hién cac cong tac dot xuat khac do
Hiéu truong phén cOng/uy quyeén.

- Phai chiu trach nhiém trudc phat luit vé nhitng sai pham (néu dé xdy ra) trong
linh vuc, nhi€ém vu minh dugc phan cong hodc tham muu.

Vian ban ¢o6 hi€u luc tir ngay ky.
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