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Sti: 94lQD- MNTK Minh Tdn, ngdy 26 thdng 8 ndm 2025

QUnrr DINH
V/v phin cdng nhiQm JB crin bQ, gi6o vi6n, nhin vi6n

Trudng Mim non TAn Khinh
NIm hoc 2025- 2026

HrEU TRTIOT{G TRIIOr,{G rUAnn NON rAN XUANH

Cdn cu chuc ndng, nhiQm vq,, qryi, hqn cita cdc thdnh viAn tuong hQi d6ng
su phqm nhd truong duqc quy dlnh tai diiu lQ trudng *d* non ban hdnh kdm theo
th6ng tu s6 52/2020/TT-BGDDT ngdy 31/12/2020 cila 86 gido &1c vd ddo tqo;

- Cdn c{r sti luqtg viAn chuc, ngadi lao dpng hien c6 tqi don vi diin thdi di€m
thdng 8/2025;.

- Xdt d€ ngh! cila cdc td chuyAn m6n;

QUYET EINH

UBND XA TT/TNTT TAN
TRUONG MN TAN KHANH

Did;u 1. Phan c6ng nhi6m vp c5n bQ, gi6o vi6n, nh6n vi6n Trulng MAm non
Tdn Kh6nh ndm hgc 2025-2026 (c6 danh sdch phdn c6ng cu thA kdm theo).

Di6u 2. CinbQ, gi6o vi6n, nhdn vi6n nhd trucrng cdn cri vdo nhiQm vp cp th6
dugc ph6n c6ng c6 trSch nhiQm xAy dpg k6 hopch, t6 chric thlrc hiQn nhi6m v.u
phtr ho. p v6i tinh hinh thyc t6 cta dcrn vf, dat hiqu qu6 cao.

Di6u 3. Cdc 6ng (bd) trong Ban gi6m hiQu, cdc t6 chuydn m6n, cdc t6 chric
dodn th6, cdc c6 nhdn ldm viQc tai trucrng chfu tr6ch nhiQm thi henh quy5t dinh ndy.

Quytit clfnh c6 hi6u luc tc6 ttr ngitylq.l.

Noi nhQn:
- Nhu diAu 3
- Luu: VT.
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PHAN coxc xnrpvr vq
c6n bQ quin l!,, gi6o vi6n, nhan vi6n trudng MAm non Tffn Kh6nh

Nim hgc 2025-202G
(Kim theo QEsii 94/QD- MNTK ngdy 26/8/2025 ctia HT trudng MN Tdn Khdnh)

I. Ban gi6m hiQu

1. HiQu tru&ng

1.1. NhiQm vr,r qu6n ly
- Php trdch chung, quin ly vd di6u hdnh cilchqt d6ng: X6y dpg, t6 chric

thpc hiQn KH ndm hgc, KH thing,tudn.

- XDCSVC: Xdy dtmg, t6 chric thqc hi6n KH tu sria CSVC, mua sim tdi s6n,
trang thiet bi. Php tr6ch c6ng t6c thammuu cl6 xu6t v6i c6p tr6n ;;hfrh qr;d;;
phucrng v,5 xdy dprg CSVC.

- XDKH Quin ly sir dUng c6c ngu6n tdi chfnh, tdi s6n.

- XAy dung.dQi ngfi: XDKH ddo t4o b6i duong d6i ngfi. ph6n c6ng c6ng viQc
cho CBGVNV TO ctrric Oa*r gi6 x6p lopi vi6n chfc, ngudi lao dQng theo quy dinh.
Phr,r tr6ch c6ng tdc tham muu d6 xu6t vdi cdp tr€nthuc hiQn chti d-Jchfnh s6ch cho
dQi ngfl CBG'fNIV ngudi lao dQng.

-. 
- Quin l!' .trd 

em: T6 chric thpc hiQn k6 hopch huy d6ng tr6 d6n lop; th6ng k6
tr6 d6n trudng ,!.-o 0O tuoi. xay dpng k6 hoach, to ctuic irrir hi6n c6C biQn ph5p
dim b6o an todn khi tr6 o trudng.

- T6 chric thuc hi6n quy ch5 ddn chri, quy tic img xir trong don vi, tao diAu
ki6n cho cdc t(t chric chinh tri xd h6i hoat d6ng. XD ke toach uaio chtic thlrc hiQn
c6ng khai theo TT s6 )glzo24lTT-BGD ET ngdy 03/612024 cria BQ GDDT

- Chi dpo thuc hi6n cdng t6c KTNB, tu dilnh gi6: XDKH KTNB, ktl hoach tu
ddnh gi6; phdn c6ng nhi6m v.u thdnh vicn; tham gia kiiSm ffa, d6nh gi6.

- T6 chric thyc hi6n c6ng tdc XHH gi6o dr,rc: XDKH, t6 chric thuc hi6n c6ng
t6c XHH theo quy dinh.

- Phu trdch phAn -dm eLVB, eLVC soan th6o, s6p *5p, luu trt h6 so nhd
trulng theo k5 hoach.

- T6ng hqp, b6o c6o k6t qu6 thpc hi6n nhi6m v.u dinh kj,theo quy dfnh.

1.2. Nhi6m vu chuyCn m6n

- Sinh ho41 chuy6n m6n cing 2 t6 chuy6n ry6n; duy6t kC hoach CSGD tr6
crta giito vi6n kh6i 4 tu6i;

- XDKH, t6 chric.thU. hi6n2 hoat d6ng CSGD/tuAn t4i kh6i 4 tu6i (Du gio
g6p y 2hoqt clQng GD/tuAn).

il
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d1mg, t6 chilc thpc hiQn kti hoach thuc hi6n chuy6n dA trgng tdm, thpc

hiQn ndm hgc

- DuyQt thgc don, khdu phAn 6n, duyQt qrry6t l6,in cac hqp d6ng cung cfip

LTTP hdng th5ng.

2. Ph6 hiQu tru0ng: Vfi Thi Thu H$u

2.1. NhiQm qr quin ly

- QuAn ly vd diAu hdnh c6c hoqt dQng cua nhd trulng khi hiQu trucrng uy

quyen.

- Php trhchchuy6n m6n: Xdy dpg kti hopch phdt tritin chucrng trinh GDMN

vd t6 chric thgc hiQn. Kt) ho4ch thUc hiQn c6c hopt dQng trii nghiQm, l5 hQi trong

n[m hgc.

- XDKH, t6 chric c6c cuQc ki6m tra theo KH ki6m tra nQi bQ, t6ng hgp b6o

c6o, theo d6i viQc thgc hiQn kit5n nghf sau kii5m tra, hodn thi6n h6 so KTNB.

- B6i du&ng chuy6n m6n cho GV: HD gi6o vi6n XDKH, t6 chirc thgc hiQn

chucrng trinh GDMN tpi nh6m lcrp; ldm EDDC, XD mdi trudng GD trong, ngohi

lop; Tham gia dhnh gi6, x6p loqi GV, NV.

- T6 chric thgc hiQn c6ng t5c ph6 cap. Php trSch phan mdm ph6 c4p, co s0

dt liQu ngdnh.

- PhU trSchc6ng tdc vdnthti, c6ng t6c truydn th6ng cua nhd truong; Quin ly
trangWebssite chfu tr6ch nhi6m bi6n t4p nQi dung tuy6n tmy6n, c6ng khai.

- T6 chric kh6o s6t ch6t lugng thr,rc hiQn chucrng trinh cta cdc lcrp, duyQt ktlt

qui d6nh giStrd cria gi5o vi6n, c6ng khai chdt lugng GD thpc t6.

- Theo d6i t6ng hqp, dSnh gi6 x6p lopi c6c m?t thi dua: Thgc hiQn QCCM,
XDMTGD, Thi GVG, chdt lugng hopt ddng gi5o dpc, KQGD tr6.

- So4n th6o, sip *6p, dua vho luu trt h6 so nhd trudng theo k6 hoach.

2.2. NhiQm 4r chuy6n mdn

- Sinh hopt chuy6n m6n ctng t6 4,5 tu6i; duyQt k6 hopch CSGD trd cua giSo

vi6n kh6i 5 tudi vi nhd tr6.

- XDKH, t6 chric thlrc hiQn 4hoqt<long giSo dpc/tuan fthoi 5 tu6i)

- 1DKH, t6 chric thyc hi6n c6c dy in: (3,du,an STEN/VSTEAM; l->2 du 6n

GD tr6 dpa vdro cQng d6ng a6 ap dUng chuy6n d6i s6).

3. Ph6 hiQu tru&ng: NgO Thi Linh

3.1 . NhiQm vp qu6n ly r

. - Qu6n ly vd di6u hdnh c5c ho4t <10ng cua nhir trudng khi hiqu trucrng uy

quyOn.
- PhU trhch CSND: XDKH t6 chirc NuOi bdn tru- phucrng 6n d6m b6o

VSATTP. KH lao dQng vQ sinh m6i trulng. Td chric thyc hi6n nhi6m vu chdm s6c,

,rft t1;
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nudi du0ng tr6 em; nhi6m vU phpc trOi ainfr du0ng cho tr6 SDD vd gi6m fj'lQ b6o
phi.

- e6i dudng chuy6n m6n cho GVNV: Tpp hu5n, b6i dudng chuy6n m6n
CSND cho GVNV. Tham gia il6nh gi6,x€p loai GV, NV

- Php trtrch CSVC ctra nhd trudng
- PhU trdchc6ng tdcy t6 trudng hoc
- Thu ky hQi il6ng su phpm
- Theo d6i, tdng hqp drinh gi5 xtip loai c6c m{t thi dua: VQ sinh an todn dO

dtng, thitit.bi, ,d .t5p, ch6t lugng chdm s6c trd cua cdc lcrp. Theo ddi <l5nh gi6 hoat
tlQng cria t6 nhdn vi6n.

- So?n th6o, sip 
"tip, 

dua vdo luu trt h6 so nhd trudng theo k6 hoach.

3.2. Nhi6m vu chuy6n m6n
- Sinh hoat -chuy6n mdn cirng t6 23 tu6i; Chi dpo, hu6ng d6n hopt ilQng

chuyCn m6n ctra tO nhan vi6n, vdn phdng. DuyQt k5 hoach cira GV t t Oi *ra tre.
- XDKH, t6 chirc thgc hiQn 4 hoat <lQng gi6o dpc/tu6n (kh6i 3 ru6i)

Xay gWrg khAu phAr] thU. dog hing thhng, tinh dn, b6o nhpp thuc phAm
h[ng ngay, t6ng hqp, kh6p sO tigu quy6t todn cudi thing.

- Thpc hi6n nhi6m vu kh6c do hiQu trucrng phdn c6ng

III. Gi6o viiln (ThUc hi€n nhi€m vU theo quy dinh tqi diiu tQ trudng *A* ,o,
vd nhiQm vU khdc do hiQu truong phdn c6ng)

TAI

Udtr
MN(
t*d

TT Hg vdr t6n Nghy sinh

NhiQm vg dugc giao
chi
chri

NV thir nh6t

QttV chinh)

S6

gidl

tuAn

NV
thir hai
(kiAm

nhiem)

S6

giiil
tuAn

1. Vi6n chrl'c giSo vi6n
1 LAi Dinh Phuong Phuong 2310Ut998

GVPT lop 5TA
40

2 LO Thi Ss 30191r974 40

J Ph4m ThiHa 021911983

GVPT lop 5TB

40

Tting Thi Len 301t21t973 40

Bti Thi Hing 0U31t983 GVPT lorp 5TC 36 TTCM 4

Pham Th! Nga 261t21r978 GVPT 16p 4TC 40

7 Tri6u Thi Hqi 021121t983 GVHT l6p 5TC 20 Tht
kho,

quy

2

GVHT ldrp 4TC 18

8 Vt Thi Thuf Quj,nh 24ltU1987 GVPT lop 4TB 38 TPCM 2

4

5

6
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9 Ddng Thi Hoa 26lslt979 GVPT l6p 4TA 40

10 Phpm Thi Chfnh 0513lr98s GVHT 10p 4TA 20

GVHT 16p 4TB 20

11 Vfi Thf Hda 201t01t980 GVPT lcrp 3TA 36 TTCM 4

t2

-

TrAn Thi Lan 051911982 GVPT l6p 3TB 40

13 V0 Th! Phuong 261311984 GVHT l6p 3TA 20

GVHT lop 3TB 20

t4 Ng6 Thanh Dung 071r011990 GVPT N.Tr6 A 38 TPCM 2

15 Ding Thi LuyQn 05/10/1980 GVPT N.TrO A 40

t6 Ngd Thi Hanh 10/5/1980 GVPT N.Tr6 B 40

t7 Phan Thi Thu Hi 0710Ut973 GVPT N.Trd B 40

III. Nhfln vi6n (Thuc hiQn nhiem vU theo thda thuQn tqi hqp ding lao dQng vd cdc

quy dinh cila phdp luqt hi€n hdnh)

Ho vi t6n Chrfrc vu COng viQc phq tr6ch

TrAn

Phuong

rhi
Hdng

toin
K6

E5 rhi
Bfch Thuf an

NV
nau

- Hing ngey bao qudt, d6n d5c, nhac nhcv c6c c6ng viQc

cua bdp: ki *. aiou tciqn EB an todn, so ch6, ch6 bi6n,

chiadn,luu m6u...

- Tii5p nhfln LTTP, cpp nhflt dQy dir sO tipu vdo s6, phi5.u

giao nhfln LTTL h6ng ngdy. T6ng hqp d6i chii5u QT cu6i

thdngv6i ngudi tinh 6n.

- Chiu trdchnhiqm quin li tdi sin dd dugc giao cria b6p

- PhAn c6ng c6ng viQc cho 6ac tnann vi6n trong b6p: C6ng

t6c VSMT, VS i16 dtng, KT c6c di6u kiQn b6o dim an

todn brip; qu5 hinh to .hti, chti bi6n, chia dn, luu mdu

T Lhm vubn

- Thlrc hiQn c6c nghiQp vu k6 to6n theo quy itinh;

- Dp th6o k6 hopch chi ngdn s6ch dring quy dinh, tham muu
thUc hiqn, q,ry6t to6n kip thdi. CQp nhpt theo d6i, d6i chitiu

c6c khoin thu tir PHHS theo kO ho?ch;

- 86o c6o thu chi tdi chinh (theo th6ng) v6i hiQu trucrng, (theo

quy) v6i ban gi6m hiqu;

- Tham muu thyc hiQn c6c cfri5 Og OOi vOi c6n b6 gi6o vi6n,

ngudi lao dQng vi trd em kip thdi, dring quy <l!nh;

- Tdng. hqp d6i chi6u s6 Hgr, lpp quy6t todn cdc ho,p d6ng

cung c5p I-ffn, gpo sta cut5i thang;

-LAA bing thanh to6n v6i php huynh hqc sinh hdng thing;

- Thuc hiOn c5c nhiQm vu kh6c khi hieu trucrng phqq 1049,--
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- Ki6m tra, tham muu vd c6c didu ki6n b6o dim an todn cira
c5c thitit bf diQn, nu6c, ga...

- Tham gia giao ban hdng tuAn, thuc hi6n c5c nhi6m vu kh6c
do

Phf
vfr Thi
Cam
o5 rni
Huong

Nh6n
vi6n
btip

- Thuc hiQn nhiQm vu dugc giao: So ch6, ch6 bitin, chia dn,
giao 5n, luu m6u thric 6n, v6 sinh... theo ph6n c6ng cria b6p
tru&ng

- Yp sinh m6i trudng, ve sinh d6 dtng, trangth6t bi, dpng cg
btip

- Thlrc hi6n nhi6m vU d6m b6o vQ sinh an todn thuc phAm, an
todn lao dQng, an todn chSy n6...

- 86o qu6n, sri dung tdi sin, trangthi6t bi, c16 dung hi6u qu6,
an toirn

- Tham gia lao dQng tao cinh quan m6i trudng, ldm vudn
trulng

- Thuc hi6n c6c nhiQm kh6c do hi6u truong phdn c6ng
Phpm
Anh

Nhdn
vi6n
b6o vQ

- Tr6ng coi, b6o vp tdi s6n cria nhd trucrng dim b6o an todn

- E6ng, mo c6ng trucmg theo quy dinh

- Theo ddi, nhlc nhd ngudi ra, vdo trudng thgc hi6n nQi quy,
thuc hi6n c6c bi6n phap phdng chting dich.

- V6 sinh sdn, c6ng !ru<rng hing ngdy, tham gia phdng ch6y
chta chdy,phdng ch6ng thi6n tai, b6o, lfl...

- Thu gomrdcth6i d6n khu vgc tQp k6t chung hing ngey

- Thyc hi6n c5c nhiQm vU dQt xu6t kh6c do hi6u tru&ng phdn
c

phdn c6ng.

b
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IV. COng t6c ki6m nghiQm

Hg t6n
gi6o
vren

C6ng tic
ki0m

nghiQm

NhiQm vg

BUi Thi
H6"g

f6 trucrng
CM mrOi

MAu gi6o
4- 5 tu6i

X6y dpg
tu6i.

hoach, chric thUc hiQn CM MG 4-

5

- PhOi hqp ctng vdi PHT t6 chric UOi duOng chuy6n m6n
cho gi6o vi6n trong t6 theo th6ng, ki'...

- Tham gia cdc hopt dQng KT, gi6m s6t thgc hiQn

QCCM

vr rhi
Hoir

TO trucrng
cM kh6i
nhd trd 2-
3 tu6i

- Ph6i hqp ctng v6i PHT t6 chric UOi OuO,ng chuyCn m6n

cho gi6o vi6n trong t6 theo th5ng, ki.

- Tham gia circ hopt dQng KT, gi6m s6t thgc hiQn

QCCM

- Tev dune
tu6i.

hopch, chric thltc hiQn CM 2-3

vfi Thi
Thuy

Qulnh

To ph9
cM kh6i
MAu qi6o
4- 5 tu6i

i hqp v6i truOng XDKH thpc hiQn CM cua

t<trOi

- PhOi hcp tO chric bOi OuOng CM cho GI/ trong td

- Thpc hiQn c6c nhiQm v9 khdc khi dugc phdn c6ng

Ng6
Thanh
Dung

To ph9
cM kh6i
nhit trb 2-

A.
J tuol

hgrp v6i truong XDKH thgc hiQn CM cua

t<trOi

- PhOi hqp t6 chric UOi AuO,ng CM cho GV trong t6

- TH cric nhiQm vp kh6c khi dugc phdn c6ng

TriQu
rhi
Hqi

Tht
(kho)

quy i hqp cirng toan ra so6t, d6n viQc nQp c5c

khoin theo quy dinh.
tiAn m{t t4i trudng.

CQp nhflt dAy dir h6 so theo do

- Hing ngay xu6t, nhQp LTTP theo si5 tuqng tinh 5n

- Xu6t - nhflp kho c6c tdi sin kh6c theo k6 hopch dd

dugc duyQt

- Cflp nhpt s6 kho dAy dri, chinh x6c, kip thdi

- 86o quin c5c lopi lucrng thuc, thpc phAm, tdi s6n dd

dugc nhpp kho I

Ghi ch6p hoan thi6n bi6n b6n, nghf

- Thgc hiQn c6c nhiQm vp kh6c khi dugc ph6n c6ng

NgO

rhi
Linh

Thu ky
. ^. -inol oong

-.3

quy6t hQi d6ng


