UBND XA NUA NGAM CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG MN SO 1 XA NA TONG Péc lap -Tw do - Hanh phc

$é: 7/OD-MNSINT Nda Ngam, ngay 01 thang 8 nam 2025

QUYET PINH
V/v phan cong nhiém vu cho cadn b quan ly, gido vién, nhan vién
Nam_hoc 2025 - 2026

HIEU TRUONG TRUONG MAM NON SO 1 XA NA TONG

Can cit Nghi dinh so: 111/2022/ND-CP ngay 30/12/2022 ciia Chinh phii vé hop
dong véi mot sé logi coNng viée trong co quan hanh chinh va don vi su nghiép cong lap,

Can cir Diéu 1é truong Mam non ban hanh ban hanh kém theo Théng tw so:
52/2020/TT-BGDDT ngay 31/12/2020 cua B¢ truong Bo Giao duc va Ddo tao;

Can cit Théng tw so: 48/TT- BGDBTngay 25 thang 10 nam 2011 cua Bo GD&PT
quy dinh ché dg lam viéc doz VOl gido vién mam non,

Can cir Thong tw sé: 19/2023/TT-BGDPT Hurdng dan vé vi tri viéc lam, co cdu
vién chirc theo chirc danh nghé nghiép va dinh mirc s6 lwong nguoi lam viée trong cdc
co s¢ gido duc mam non cong ldp;

Can cir s6 luwong nguoi lam viéc hién co nam hoc 2025 — 2026);

Xét vi tri viéc lam va nang luc cong tac cua can bg quan ly, gido vién, nhdan Vién
trong truong, )

QUYET PINH:

Piéu 1. Phin cong nhiém vu lanh dao, quan 1y truong Mam non sb 1 xa Na Tong
cho cén bo quan ly va thyc hién nhi€ém vu chuyén mén cho gido vién, nhan vién cia nha
truong nam hoc 2025 — 2026 (Co danh sach phdn cong nhiém vu kem theo).

Piéu 2. Can b quan 1y, gido vién, nhin vién trong nha truong ngoai viée thuc
hién cac nhiém vu theo quy dinh tai Diéu 1¢ truong mam non phai can cur vao nhiém vu
cu thé duge phan cong dé xay dung ké hoach hoat dong va thuc hién nhiém vu phu hop
v6i chirc nang nhiém vu duoc giao.

Pic¢u 3. Quyét dinh c6 hiéu luc thi hanh ké tir ngdy 01 thang 8 ndm 2025. C4c ca
nhén c6 tén tai diéu 1 va cac bo phan c6 lién quan chiu trach nhi¢m thi hanh quyét dinh
nay./.

Noi nhgn: HIEU TRUONG
- Nhu diéu 3;
- Luu: VT.

Tran Thi Van
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N\H SACH PHAN CONG NHIEM VU
¥, GIAO VIEN, NHAN VIEN NAM HOQC 2025 — 2026

1/QB-MN\SlNT,ng<'::1y 01 thang 8 nam 2025 cua Hiéu
&/ Trueong Mam non so 1 xa Na Tong)

1. Ba Tran Thi Van - Hiéu truwéng

Chiu trach nhiém trude cap trén va trude phap luat vé toan bo hoat dong
cua nha truong.

Lanh dao, chi dao, diéu hanh chung cac hoat dong cua nha trudng.

Thuyc hién cac nhiém vu theo quy dinh tai diém d, khoan 1, diéu 10, Diéu
1€ truong mam non va truc tiép phu trach cac linh vuc cu thé sau: CT HD
truong, Cong tac gido duc phap luat; Cong tac td chirc, can bo; Quy hoach can
bo; Cong tac thi dua - khen thudng - ky luat; Tai san - co s vat chit; Tai chinh;
Cong tac cai cach hanh chinh; Thuc hién quy ché dan chu & co sd; Cong tac
phong chdng tham nhiing, ldng phi; Cong tac kiém tra ndi bd; Cong tac XHH
gido duc; Bao v€ bi mat nha nudc; Cong tac phap ché; Truyén thong, Cong khai
trong co s¢ gido duc, Phan mém co s& dit lidu QG; phén mém Temis. Phu trach
diém Trung Tam.

Ky duyét ban hanh cac van ban ctia nha truong.

Phu trach to MG don, tham gia sinh hoat cung t6 Mau gido don; day
2h/tuan thay cho T6 truong CM.

Chu tri cac cudc hop co quan, hop giao ban,...cta nha truong.
2. Ba Hoang Thij Lé Hing — Pho hiéu truwéng 1

- Giup Hiéu truong chi dao céc linh vuc cong tac:

+ Phé BT chi by, quan 1y chung tai san, dd dung, dd choi cac 16p, phu
trach chuyén mén truong, chuyén mén to6 MGG, Thi dua chinh quyén, Chiéu
sinh, tong hop s6 liéu vé tré va 1am cac béo cao theo linh vuc duoc phan cong ;
phu trach cong tac y té truong hoc, Phu trach cong tac phd cap, khuyén hoc, cong
tac ban tra, 1& hoi.

Tham gia sinh hoat ciing t6 Mau gido ghép, day 4h/tuan, thay TT t6
MGG, phu trach diém Na Huom, Na O.

+ Truc va giai quyét cac ndi dung cua co quan khi duoc Hiéu trudng uy
quyén, trude khi giai quyét cac ndi dung can bao cdo Hiéu truong xin y kién chi
dao.

+ Tham muu cac van ban thudc linh vuc phu trach va cdc van ban khi
duoc Hi€u truong phan cong, chiu trach nhiém trudec Hi¢u trudng va lanh dao
cap trén vé cong viéc dugc giao.

+ Thuc hién mot s6 nhiém vu phat sinh trong nam hoc
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3. Ba Tri¢u Thuy Chinh- Phé hi¢u trudéng 2

- Guup Hiéu trudng chi dao céc linh vuc cong tac:

Phu trach chuyén mon t6 Nha tre, cong tac bdi dudng thuong xuyén cho
gido vién, phu trach cac hoi thi GV va tré, tong hop sb liéu vé GV. Céng tac
phong chay chira chay, xay dung truong hoc hanh phuc, xay dung truong mam
non lay tré lam trung tam, xay dyng truong hoc an toan, phong chong tai nan
thuong tich, lam cac bdo cdo roi. Kiém dinh chat lugng gido duc va xay dung
truong dat chuan Quodc gia. Panh gia CCVC, Chuan NN GVMN.

Truc tiép chi dao va tham gia sinh hoat chuyén mon tai td nha tré. Thuc
hién giang day 4h/tuan, thay cho t6 trudng t6 nha tré.

Phu trach diém truong Hin Phon, tham muu cac van ban thudce linh vuc phu
trach va céac van ban khi dugc Hi¢u truong phan cong, chiu trach nhiém trudc
Hi¢u truong va lanh dao cap trén vé cong viéc dugc giao.

Thuc hién mét sb nhiém vu phat sinh trong ndm hoc.
4. Ba Lo Thi Huéng - Gido vién — To truéng t6 mau gido ghép
Day 16p Mau gido ghép Na Huom.

Huy dong 100% sb tré 3-5 tudi trén dia ban duogc phan cong ra 16p gom:
Ban Na Huom, Tan Quang.

Chiu trach nhi€ém trudc hi¢u truong vé céc hoat dong cham s6c nudi dudng
gido duc tré cua t6 mau gido ghép.

Phu trach phong trao van nghé co, thuc hién cac nhiém vu khac khi dugc
BGH phén céng.

5. Ba Lwong Thi Binh — Gio vién- Té truwéng t6 miu gido don

Day 16p Mau gido nhd trung tam.

Huy dong 100% sd tré 4 tudi trén dia ban duoc phan cong ra 16p gom: Ban
Na Tong 1,2; Pa Kin; Hat Tao.

Chiu trach nhi€ém trudc hi¢u truong vé céc hoat dong cham s6c nudi dudng
gido duc tré cua t6 mau gido don.

Phu trach cac hoat dong phong trao cia hoc sinh, phu trach khu vuon trai
nghiém + thu vién mo.

Thuc hién cac nhiém vu khac khi dugc BGH phan cong.

6. Ba Vi Thi Ngan — Gi4o vién- T6 truéng to nha tré

Day 16p nha tré A trung tam.

Huy dong toi da s6 tré 1-2 tudi trén dia ban dugce phan cong ra 16p theo
chi tiéu gom: Ban Na Téng 1,2; Pa Kin; Hat Tao.

Phu trach cong tic ban trii (ndi dung xuat nhap thuc pham)

Chiu trach nhiém trudc hiéu truong vé cac hoat dong cham séc nuoi dudng
gido duc tré cua to chuyén mon nha tré.
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Cép nhat dit li¢u phan mém PCGD — XMC. Phy trach chung trang Web
cua nha truong, dang tai thong tin 1én cong thong tin dién tir ciia nha truong.

Thuc hién cac nhiém vu khac khi duoc BGH, t6 chuyén mdn phan cong.
7. Ba Quang Thi Nhung- Giao vién
Day 16p Mau gido Lén trung tam.

Huy dong 100% sd tré 5 tudi trén dia ban dugc phan cong ra 16p gdm: Ban
Na Tong 1,2; Pa Kin; Hat Tao.

Chiu trach nhiém trude hiéu trudng vé cac hoat dong chim séc nudi dudng
gido duc tré tai 16p.

Phu trach khu thu vién cua gido vién, don v€ sinh 3 phong BGH.

Phuy trach phd cap ban Na Téng 2.

Thuc hién c4c nhiém vu khéc khi duoc BGH, t6 chuy&n mén phan céng.

8. Ba Lo Thi Thanh - Gio vién

Day va cht nhiém 16p mau giao ghép Na O.

Huy dong 100% s6 tré 3-5 tudi trén dia ban dugc phan cong ra 16p gom:
Ban Na O, Tan Quang.

Chiu trach nhiém truéc hiéu trudng vé chat luong cham soc nudi dudng
gido duc tré cua 16p.

Cong tac phd cap gi4o duc mam non tai Ban Hin Phon.

Thuc hién cic nhiém vu khac khi dugc BGH, t6 chuy@n mén phan cong.

9. Ba Lu Thi Thu Hwong — Giao vién

Day, chi nhi€m 16p nha tré Na 0.

Huy dong toi da s6 tré 1-2 tudi trén dia ban dugc phan cong theo chi
tiéu gom: Ban Na O, Tan Quang.

Chiu trach nhiém trude hiéu truong vé chat luong chim soéc nudi dudng
gido duc tré cua 16p.

Cong tac pho cap giao duc mam non tai ban Tan Quang.

Thuc hién c4c nhiém vu khéc khi dugc BGH, t6 chuyén mdn phan céng.

10. Ba Lwong Thi Tinh - Gido vién

Day, cht nhiém 16p MGB trung tam.

Huy dong t6i da s6 tré 3 tudi trén dija ban duoc phan cong theo chi
tiéu.

Chiu trach nhiém trudc hi€u truéng vé chat luong cham s6c nudi dudng
giao duc tré cua 16p.

Quan 1y phu trach phong hoat dong phong nghé thuat, vé sinh khu cau
thang canh l6p mau gido 16n, chdm séc vuon hoa hong.

Cong tac phd cap gido duc mam non tai ban Hin Phon.
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Thuc hién c4c nhiém vu khéc khi dugc BGH, t6 chuy&n mdn phan céng.
11. Ba Nguyén Thi Mai Do - Gido vién
Day 16p Mau gido 16n trung tam.

Huy dong 100% sd tré 5-6 tudi trén dia ban duoc phan cong ra 16p gom:
Ban Na Tong 1,2; Pa Kin; Hat Tao.

Chiu trach nhiém trude hi¢u truong vé chat luong cham so6c nudi dudng
gido duc tré cua 16p.

Cong tac phd cap gido duc mam non tai ban Hat Tao.

Thuc hién c4c nhiém vu khéc khi duoc BGH, t6 chuy&n mén phan céng.
12. Ba Tran Thi Anh - Gi4o vién

Day 16p Mau gido ghép Hin Phon

Huy dong 100% sb tré 3-5 tudi trén dia ban duoc phan cong ra 16p.

Chiu trach nhiém trudc hiéu trudng vé chat luong cham soc, nudi dudng
gido duc tré cua 16p.

Bi thu doan TN CSHCM, Thu Quy truong.

Phu trach cac hoat dong phong trao cta giao vién.

Thuc hién cac nhiém vu khac khi duoc BGH, t6 chuyén mdn phan cong.
13. Ba Lo Thi Bién— Giao vién

Day, chii nhiém 16p Mau giéo nhd trung tam.

Huy dong 100% sd tré 3 tudi trén dia ban duoc phan cong ra 16p gdom: Ban
Na Tong 1,2; Pa Kin; Hat Tao.

Chiju trach nhiém truéc hiéu truong vé chit luong chim soc gido duc tré
cua lop.

Phu trach cong tac van thu truong.

Phu trach phong thu vién tré.

Cong tac phd cap gido duc mam non tai Ban Na Tong 2.

Thuc hién cac nhiém vu khac khi dugc BGH, t6 chuyén mén phan cong.

14. Ba Lo Thi Loan- Gio vién

Day va chi nhiém 16p Mau gido ghép Na Huom.

Huy dong 100% sd tré 3-5 tudi trén dia ban dwoc phan cong ra 16p.

Chiu trach nhiém trudc hiéu truong vé chat luong cham soc gido duc tré
cua lop.

Cong tac phd cap gido duc mam non cho tré em 5 tudi tai Ban Na Téong 1.

Thuc hién cac nhiém vy khac khi dugc BGH, t6 chuyén mon phan cong.hh

15. Ba Lo Thi Thao — Giao vién

Day 16p nha tré B trung tam.
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Huy dong ti da sd tré 1-2 tudi trén dia ban dwoc phan céng theo chi
tiéu gom: Ban Na Tong 1,2; Pa Kin; Hat Tao.

Chiu trdch nhiém trudc hiéu trudng vé chit luong nudi dudng chim soc
gido duc tré cua 16p.
Cong tac pho cap gido duc mam non tai Ban Na Téng 1.
Phu trach khu vui choi ctia tré, vé sinh phong y té (khi k c6 ¥ té dén
lam viéc).
Thuc hién cac nhiém vu khac khi duge BGH, t6 trudng phan cong.
16. Ba Lo Thi Ha - Giao vién
Day, va chii nhiém 16p NT B trung tam.
Thu ky nha trudong: Ghi bién ban, Nghi quyét cac cudc hop, hoi nghi.
Phu trach khu thu vién mé, khu nha cong vu va khu v¢ sinh ctia gido vién.

Phuy trach cong tac tiép tan, don tiép cac doan khach, kiém tra cong tac tai
truong.

Huy dong 100% s6 tré 1-2 tudi trén dia ban duoc phan cong ra 16p gom:
Ban Na Tong 1,2; Pa Kin; Hat Tao.

Chiu trach nhiém trude hiéu vé chat luong chim soc nudi dudng gido duc
tré ctia 10p. Cong tac phd cap gido duc mam non tai ban Pa Kin 1.

Thuc hién cac nhiém vu khac khi duge BGH, t6 chuyén mon phan cong.

17. Ba Lwong Thi Mai - Gi4o vién- Té pho

Day 16p Mau Nha tré Hin Phon.

Huy dong 100% s tré 1-2 tudi trén dia ban dugc phan cong ra 16p.

Chiu trach nhi¢m trudc hiéu truong vé chat luong cham so6c nudi dudng
gido duc tré cua 16p.

Cong tac pho cap gido duc mam non tai ban Na O.

Thuc hién cac nhiém vu khac khi dugc BGH, t6 chuy@n mén phan céng.
18. Ba Lwong Thi Hién - Gido vién

Day, chu nhiém 16p nha tré A trung tam.

Huy dong t6i da s6 tré 1-2 tudi trén dia ban duoc phan céng theo chi
tiéu gom: Ban Na Tong 1,2; Pa Kin; Hat Tao.

Chiu trach nhiém trudc hiéu trudong vé chat lugng cham séc nudi dudng
giao duc tré cua 16p.

Cong tac phd cap gido duc mam non tai Ban Pa Kin 2.

Cham séc vuon hoa trude cira 16p mau gido bé, Phu trach khu GDTC, cu
thang canh 16p NT tré.

Thuc hién cac nhiém vu khac khi duoc BGH, t6 trudong phan cong.
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19. Ba Phang Thi Tau- Gi4o vién

Day, CN 16p nha tré Na Huom.

Huy dong t61 da s6 tré 0-2 tudi trén dia ban duoc phan cong theo chi
tieu gom: Na Huom, Tan Quang.

Chiu trach nhiém trudc hi€u trudng vé chat lugng cham soc nu6i dudng
gido duc tré cua 16p.

Phu trach cdng tac phd cap gido duc mam non tai ban Na O.

Thuc hién cac nhiém vu khac khi duge BGH, to truong phan cong.

20. Ba: Tran Thi Hing- GV

Day 16p Mau gido Ghép Hin Phon.

Huy dong 100% sb tré 3-5 tudi trén dia ban ban Hin Phon ra 16p

Chiu trach nhiém trude hiéu truong vé cac hoat dong cham séc nudi dudng

gido duc tré tai 16p. Phu trach pho cap ban Na Huom.

Thuc hién cac nhiém vu khac khi duoc BGH, t6 chuyén mdn phan cong.

21. Ba Tran Thi Thuy Hong- Nhan vién ké toan

Thuc hién cac nhiém vy vé cong tac tai chinh — ké toan ctia nha trudng theo
quy dinh vé cong tac ké toan: Lap chung tir thu — chi an ban trd, chimg tir thu chi
ngudn ngan sach nha nudc cap; ching tur ché d6 chinh sach cta hoc sinh, giao
vién, ching tir thu chi pguon thu dich vu phuc vu hé tro hoat dong gido duc cua
nha trudong va cac ngudn thu tir cong tac XHHGD.

Quyét toan thu, chi 4n ban trG hang thang, theo ddi cip nhat cip phat tai
san, thanh 1y tai san.

Phu trach vé sinh phong hop ctiia GV va van phong truong, tu6i va chdm
soc hé thong cay trén tang 2. Cap nhat thong tin vao bang biéu tai phong hop
cua truong.

Thuc hién cac nhiém vu khac khi dugc Hiéu truong phan céng va thuc hién
cong tac kiém nghiém tai phong GD&DT.

22. Ong: Lo Vin Tinh — Nhan vién Bao vé

Tryc bao vé truong theo hop dong lao dong da ky két.

Chiu trach nhiém bao v¢ tai san cua khu vyuc trung tdm truong.
Pho bi thu doan TNCSHCM

Phy trach cong tac thé thao, cit tia chu cdy canh, gian hoa, v¢ sinh khu
cong truong, sap xép xe khu lan xe, diéu tiét phuong tién cuia phu huynh khu vye
cong truong, tudi hoa, tudi rau hang ngay (ké ca nhitng ngay nghi, ngay 18); bom
nudc vao tat ca cac khu ¢ trung tim truong.

Thuyc hién cac nhiém vu khac theo su phan cong cua BGH nha truong.
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