UBND HUYEN LAC DUCGNG CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG TH&THCS LONG LANH DPoc lap — Tu do — Hanh phic
Sb: 36/QD-TH&THCSLL Lac Duong, ngay 10 thang 10 nam 2026
QUYET PINH

Vé viéc phan cong cong tac cho CBQL, GV, NV nim hoc 2026 — 2027

HIEU TRUONG TRUONG TH&THCS LONG LANH

Can cir Théng tw s6 15/2026/TT-BGDDT ngay 24/3/2026 cua Bé truong Bé
Gi&o duc va Pado tao ban hanh Piéu ¢ triong tiéu hoc, trwong trung hoc co s,
triong trung hoc phé théng va trieong phé théng cé nhiéu cap hoc;

Can cir vao ké hoach thue hién nhiém vu giao duc nam hoc 2026-2027 cua
truong TH&THCS Long Lanh,

Can cir vao ndang luc, pham chdt cia timg Céan b, gido vién, nhdn vién
truong TH&THCS Long Lanh.

Xét dé nghi ciia Hji dong truong.

QUYET PINH:

Piéu 1. Nay phan cong, phén nhiém cong tac ndam hoc 2026 — 2027 cua
Hiéu truong, pho hi¢u truong, cac t6 chuyén mon, phan cong giang day cong tac
cua gido vién, gido vién chui nhi¢m, cong tac cua td6 hanh chinh cho cic 6ng ba co
tén sau (Bang phan cdng kem theo).

Picu 2. Cac 6ng ba co tén tai Diéuql c6 trach nhiém hoan thanh tbt cong
viéc duge phan cong. Khi ¢6 nhitng thay doi vé phan cong, phan nhiém theo quyet
dinh nay nha truong s€ thong bao diéu chinh.

Piéu 3. Ban giam hiéu, t6 van phong, cac t6 trudong chuyén mén va cac ong
(ba) c6 tén tai Bicu 1 can cr quyét dinh thi hanh./.

Noi nhdn:

- Nhu Diéu 3
- Luu: VT.
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~ PHAN CONG CONG TAC NAM HOQC 2026~ 2027
(Kem Quyeét dinh so  /OD-TH&THCS ngay .../....../2026 cua Hiéu truong truong
TH&THCS Long Lanh)

I. Phén cong trong Ban giam hiéu

1. Ong Nguyen bang Nho: Xay dung chién luoc va ké hoach phat trién nha
truong; 1ap ké hoach va to chire thuc hién ké hoach day hoc, giao duc; bao cao,
danh gia két qua thyc hién trude Hoi dong trudng va cac cap co thim quyén.

Thanh 1ép cac t6 chuyén mén, t0 van phong va cac hoi dong thi dua khen
thudng; hoi dong ki ludt, hoi dong tu van trong nha truong; bd nhiém to trudng, to
pho; ctr gido vién 1am Téng phuy trach P6i TNTP H6 Chi Minh.

Thuc hién cac nhiém vu quan 1y can bd, gido vién, nhan vién theo quy dinh
ctia phap luat va hudng dan ctia co quan quan 1y gido duc; xdy dung ké hoach phat
trién nang lyc nghé nghiép cho gido vién, nhan vién; dong vién va tao diéu kién
cho giao vién va nhan vién tham gia cac hoat dong d6i méi gido duc; thuc hién
danh gid, xép loai giao vién, nhan vién theo quy dinh cua B6 Gido duc va Dao tao;
tham gia qua trinh tuyen dung, thuyén chuyen sap xép gi4o vién; t6 chirc cac budc
gidi thiéu nhan sy dé nghi cap c6 tham quyén bo nhiém pho hiéu trudng.

Quan 1y, tiép nhan hoc sinh, cho phép hoc sinh chuyén trudng; quyét dinh ki
luat, khen thuong hoc sinh; phé duyét két qua danh gia hoc sinh, danh sach hoc
sinh 18n 16p, Iuu ban; to chirc kiém tra cong nhan viéc hoan thanh chuong trinh tiéu
hoc cho hoc sinh trong nha truong va cac dbi twong khac trén dia ban trudng phu
trach.

T6 chirc trién khai thuc hién chuong trinh gido duc phd thong cip tiéu hoc
theo quy dinh cua Bo Gido duc va Pao tao; sach gido khoa, ndi dung gido duc cua
dia phuong theo quyét dinh ctia Uy ban nhan déan cép tinh. Thuc hién quan 1y, sir
dung va lua chon céc xuat ban phdm tham khao st dung trong nha trudng theo quy
dinh cua Bo Giao duc va Dao tao.

Tham gia sinh hoat chuyén mon cung td khdi THCS:; tu hoc, tu bdi c}u()’ng dé
nang cao nang lyc chuyén mén nghiép vu, nang luc quan ly. Dy cac 16p boi dudng
ve chinh tri, chuyén mon, nghiép vu quan ly; tham gia gidng day 2 tiét/tuan.

Quan 1y hanh chinh; quan 1y va tu chu trong viéc str dung cic nguon tai chinh,
tai san cua nha truong theo quy dinh.

~ T4 chire thuc hién quy ché dan chu & co so; thuc hién x& hoi hoa gido duc,
phoi hop t6 chirc, huy dong cac luc luong xd hoi cung tham gia hoat dong giao
duc, phat huy vai tro cia nha truong doi voi cdng dong xa hoi.

, Xay dyng moi truong hoc duong an toan, lanh manh, than thién, phong,
chong bao lyc hoc duong theo quy dinh cua Phap luat.

2. Ong Pham Yin Hiéu: Chiu trach nhiém diéu hanh cong viéc do Hiéu
truong phan cong; diéu hanh hoat dong cua nha trudong khi dugc hi¢u truong uy
quyen.
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Tham gia sinh hoat chuyén mon cung t6 1,2,3 va td 4,5; tu hoc, tu bdi dudng
dé nang cao nang lyc chuyén mén nghiép vu, nang luc quan ly; du cac 1op bdi
dudng vé chinh tri, chuyén mon, nghiép vu quan ly; tham gia giang day 4 tiét/tuan.

Phuy trach cac cong viéc: Xay dung chuong trinh glang day va thiét 1ap thoi
khoa biéu phi hop dam bao du dinh murc tiét day cho gio vién; Quan Iy Chat
lugng day va hoc toan tru:ong (Theo déi tong hop chdt lwong tirng gzaz doan); Chiu
trach nhiém Chét luong gido duc khdi 1,2,3,4,5; Theo doi phén cong chuyén mon
hang thang, theo ddi day thay, day vuot gio cla GV cac t6 khoi, cac bd phan trong
nha truong; Phu trach cong tac Kiém dinh chat lugng, cong tac phd cap GD, y té,
thu vién; Phu Trach Cong tac ban tru, cong tac phong chay chira chay, phu trach
cac phan mém trong nha trudng, cac phong trao thi dua; cac hoat dong ngoai gio
1€n 16p, cac cudc thi cia gido vién, hoc sinh.

~Xay dung ké hoach boi dudng hoc sinh nang khiéu, phu dao hoc sinh chua dat
chuan, hoc sinh viét chir dep, to chirc cac chuyén dg, thao giang, hoi giang theo ké
hoach; chiu trdch nhiém vé chuyén moén nha truong trudc Hiéu truong va lanh dao
cap trén.

Kiém tra ho so, du gio tu van, boi dudng cho ddi ngii gido vién, nhan vién vé
chuyén mon nghi¢p vu.

Tham muu vo6i HiGu truong xay dung cac ké hoach va phu trach cac tiéu ban,
cac bo phan: Kiém tra ndi bd; Thuc hién 3 cdng khai; CNTT; CA&c cudc van dong,
cac D¢ an; Cong tac phong chong bao lyc hoc duong, tai nan thuong tich trong nha
truong; chi dao t6 churc Sinh hoat chuyén moén trudong, cum truong va thuc hién
nhirng cong viéc khac khi hi¢u truéng phan cong.

I1. Phan c6ng chuyén mon

1.Thu ky hoi dong: Ba Nguyén Thi Quynh Nhu

Ghi chép bién ban cac cudc hop hoi dong, Hop thuong xuyén va hop bat
thuong, hop phu huynh, phd bién chuong trinh hop ctia nha truong

2. Bi thu doan truong: ba Lai Thi Tuyét Nhung

- T6 chuc quan li, chi dao thuc hién cong tac doan truong hoc.

- Phu trach cong tac thi dua & cac 16p, chi doan

- Ngay thtr 2 tudn 4 hang thang bao céo cong tac dugc phan cong da thuc hién,
chua thuc hién va ké hoach thang t&i cho hi¢u trudng.

3. Tong phu trach doi TNTP HCM: Ong Nguyén Van Nam.

- Téng phu trach T chirc quan li chi dao cac hoat dong cia doi TNTP HCM;
Phoi hop véi doan truong phu trach cong tac truc thi dua.

- Ngay 25 hang thang bdo cao cong tdc dugc phan cong phu trach da thuc hi¢n
va chua thyc hién cho hiéu trudng.

4. Phan cong giang day va cong tac kiém nghiém cua gido vién (C6 danh séch
kéem theo)
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II1. Phan cong cac ban trong nha truong
1. Hoi dong thi dua — khen thuong — ky luat
- Chu tich: Ong Nguyén Pang Nho
- Phé chi tich: 6ng Pham Vin Hiéu

- Céc uy vién: cac to truong, bi thu doan, téng phu trach Doi, truong ban
TTND

2. Ban kiém tra ndi bo truong hoc
- Truéng ban: Ong Nguyén Ping Nho
- Ph6 ban: 6ng Pham Vian Hiéu

- Céc uy vién: cac to trudong to chuyén mon, bi thu doan, tong phu trach Poi,
trudng ban TTND.

3. Hoi dong cham giai phap hiru ich — GV gioi

- Chu tich: Ong Nguyén Piang Nho

- Pho chu tich: dng Pham Vin Hiéu

- T6 truémg chuyén mén + GV gioi + GV ¢6 kinh nghiém
4. Ban bdi dudng hoc sinh gidi — phu dao hoc sinh yéu

- Chu tich: Ong Nguyén Piang Nho

- Phé chu tich: ong Pham Vian Hiéu

- Cac uy vién: Cac t6 truéng chuyén moén, GV bd mon ¢o hoc sinh gioi, cac
g140 vién bo mon c6 hoc sinh yéu phu dao

5. Ban lao dong, huéng nghiép nghé
- Truéng ban: Ong Nguyén Ping Nho
- Uy vién: Tong phuy trach Doi, Gido vién chii nhiém céac 16p

6. Ban vin thé, phong trao va cac hoat dong NGLL, chuyén dé ngoai khoa tur
chon

- Trudéng ban: dng Nguyén Ding Nho

- Uy Vién: Gido vién Am nhac, Bi thu doan, GVCN
7. Ban kiém ké tai san

- Truong ban: Ong Nguyén Ping Nho

- Uy vién: thanh vién t6 vin phong

8. Ban pho cap

- Trudng ban: Ong Nguyén Ping Nho

- Uy vién: (c6 quyét dinh bd nhiém cta hiéu trudng).
9. To CNTT



T6 truong: ba Nguyén Thi Van Anh
Thanh vién:
Ong Kon So Ha Thuin
Ba Lé Thi Mai Ngan
Ong Vil Trung Tuyén
10. Hoi chir thap do
- Chi hoi truong: 6ng Nguyén Ding Nho
- Chi ho1 pho: 6ng Kon So Ha Thuan
- Uy Vién: GV chu nhiém céc 16p
11. Chi hoi khuyén hoc
- Chi hdi trudng: 6ng Nguyén Ding Nho
- Thanh vién: t6 truong CM, Bi thu doan truong, Tong phu trach doi
IV. Phén cong cac to chuyén mon, vin phong
1. T6 THCS: To trudong: ba Nguyén Thi Van Anh
2. T6 khdi 1,2,3: ba Cil Mip K Grim — té truéng
3. T6 khéi 4,5: ba Vii Thi Huong — to trudng
4. T6 hanh chinh: 6ng Duong Danh Théng.
5. T6 tu van tam Iy hoc duong: Hiéu truong phu trach chung
Thanh vién: gido vién chil nhiém cac 16p, tong phu trach Dai.

* Luu y: Cac t(;)‘ chuyén mén hoat dong theo Diéu 1¢ truong THCS, THPT,
truong THPT c6 nhi¢u cap hoc ban hanh theo Thong tu so 15/2025/TT-BGDDT
cua Bo Giao duc va ba tao.

V. Phan cong cong tac nhan vién nha truweong
1. Ba Kon Sa A Su Ka nhan vién thu vién thiét bi.

Quan li phong thiét bi, c6 nhiém vu tham muu cho hiéu truéng mua sam thiét
bi, thi nghiém thyc hanh cho truong. Ghi day dua tén gido vién muon va tra thiét bi
day hoc bac THCS.

Phuy trach phong thu vién, tham muu cho hi¢u truéng mua sam sach bao, tap
chi xay dung thu vién tién tién.

Ngay thir 2 tudn 4 hang thang béo céo cac cong tac duoc phan cong phu trach
da thuc hién va chua thuc hién.

2. Ong Duong Danh Thing: vin thu, vin phong.

Quan 1i Iuu trlt ho so cong van di dén, cac ho so lién quan cia nha truong
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Quan li $6 dang bg, s6 diém, hoc ba vin béng chimg chi hoc sinh, giai quyét
hoc sinh chuyén di chuyén dén.
Chiu trach nhiém truy cdp mang, cap nhat cong van trén mang kip thoi.
Phu trach mang Phé céap, quan 1y cac phan mém

Ngay thtr 2 tuan 4 hang thang bao cdo cac cong tac dugc phan cong phu trach
da thuc hién va chua thuc hién.

3. Ong Truong Vin Trung: Nhan vién ké toan kiém nhiém y té truong hoc

Kiém ké tai san, tham muu voi hiéu truong thanh 1i hodc cung cip thém tai
san phuc vu giang day va hoc.

Nghiém thu, lam ho so day dil cho cac cong trinh xay dung hodc sita chita va
thanh — quy¢t toan kip thoi khi hi€u trudng da duyét.

Chiu trach nhiém vé cong tac tai chinh, cong tac thu — chi thanh quyét toan chi
luong, phu trdi, phu dao cong tac phi khong dé day dua kéo dai.

Thuc hién ddy du cac loai hd so sb sach, chimg tir ké toan ctia nganh quy
dinh.

Cap nhat s6 bao hiém xa hdi ding yéu cau cua nganh.

Lén ké hoach thuc hién, bdo cao cac van dé lién quan dén mang y t€ hoc
duong.

Ngay thtr 2 tuan 4 hang thang bao cdo cac cong tac dugc phan cong phu trach
da thuc hién va chua thuc hién.

4. Nhan vién bao vé
Bao vé tryuc tai truong 24/24h trong cac ngdy tir thir 2 — thir 7 hang tuan.

Kiém nhiém: Cham séc cay canh, chAm nudc vao binh, stta chita nhé nhu:
dién, nudc, ban ghé hu hong va mdt so cong viéc khac dugc hi€u truong phan
cong.

Ngay thir 2 tuan 4 hang thang bao c4o tinh hinh an ninh trat tw nha trudng cho
hiéu trudng.

Trén day la bang phan cong cong viéc cua truong TH&THCS Long Lanh ndm
hoc 2026 — 2027. Bé nghi can bd, gido vién, nhan vién thuc hién nghiém tuc.
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) ) BANG PHAN CONG ) X )
CONG TAC KIEM NHIEM CUA CAN BQ, GIAO VIEN, NHAN VIEN
STT Ho va tén Chirc danh Nhiém vu cthul
N Phy trach chung, day Mi
1 | Nguyén Dang Nho Hifu truong | thuat khoi 7 va tu van hoc
duong
. TreA Pho hiéu Phuy trach mang CM & 2 cép
2 | Pham Van Hiéu truong hoc, day On tap TV
3 | Lé Thi Hiéu Gido viéen TH | GVCN 1ép 2A
Gido vién bd mon, Truong
N £ o ban TTND, Phu trach mang
4 | Vi Trung Tuyén Giao vien TH CNTT TH. am thanh cho céc
hoat dong
5 | Lé Thi Uyén Gi4o vien TH | GVCN 16p 4A
6 | Vii Thi Huong Gigo vien TH | OVEN 16p SA, 10 khoi
truong chuyén moén t6 4,5
7 | cil Map K Grim Gido vien TH | VN 1op 1A, 16 "khoi
trudng chuyén mon t6 1,2,3
8 | Trinh Thi Anh Gigovien TH | SVEN 16p 3B, pho 10
truédng chuyén mon t6 1,2,3
9 |CilKVan Gido viéen TH | GVCN 16p 1B
Gi4o vien Gido vién day Tiéng Anh
10 | Ng. Thi Quynh Nhu Tiéne Anh TH, Thu ky HD, chu nhiém
& CLB Tiéng Anh TH
11 | Lai Thi Tuyét Nhung | Gido vien TH | SYCN 16p 5B, BT doan,
phu trdch mang phong trao
12 | Bon Niéng K Loan Giao vien TH | GVCN 16p 2B, Phé BT
13 | Ma Ra Sen Gido vién TH | GVCN 16p 3A
n N A Gido vién by mon, phu trach
14 | Lé Phuong Thuy Linh | Giao viéen TH CLB Tiéng Anh TH
15 | ba Du K Nigen Gido viéen TH | GVCN 16p 4B
16 | Dang Thi Trang Gio vién TH | 140 vién b mon, phy tréch

CLB TDTD Tiéu hoc
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Nguyén Thi Van Anh

GV THCS

T6 truong CM t6 THCS, day
Tin hoc & 2 bac hoc, GDDP-
bia, Sinh K6,7,8, phu trach
mang CNTT

18

Kon So Ha Thuan

GV THCS

GV day mon Toén khdi 6.8,
My§ thuat khoi 6,8,9, phu
trach mang CNTT, Chir thap
do

19

Nguyén Thi Thao

GV THCS

GVCN lop 9A1, day mon
KHTN khoi THCS, CNgh¢
K8, 9, HDTN, HN 9A,

20

So Két Dina

GV THCS

GV day mén Ngir Van khoi
6,8, GDDPP 9, GDCD K6-9

21

Hoang Thi Toan

GV THCS

Gido vién day Tiéng Anh
khoi 6,7,9, Tiéng Anh 4B

22

Cil Glise

GV THCS

GVCN 16p 8A2, day moén
LS-BL khéi THCS,
HDTN,HN 8A2, GDDP-Siur
K6,7,8, to pho CM

23

Nguyén Vin Nam

GV THCS

Gido vién day mon LS-DL,
Tong phu trach Do1, phu
trach mang phong trao

24

Nguyén Xuan Quang

GV THCS

Gido vién day GDTC ¢ 2
bac hoc, Phu trach mang
TDTT

25

Dong Gur K Thu

GV THCS

GVCN 16p 6Al, day mon
Am nhac, HDTN,HN 6A,
GDDP-NT KB6,7,8, Phu trach
mang van ngh¢

26

V& Tran Hai Thiy

GV THCS

GV day KHTN khéi THCS,
CNghé K, CN CLB STEM

27

Lé Thi Mai Ngan

GV THCS

GVCN l6p 7A2, day mon
Toan khi 7, 9, HDTN,HN
7A2, phu trach mang CNTT,
trang web nha truong.

28

Nguyén Triéu Yén Nhi

Giao vién
Tiéng Anh

GVCN lop 8A1, day mon
Tiéng Anh khdi 8, day
HDTN-HN 16p 8A1, CN 6,
cha nhiém CLB Tiéng Anh
THCS




GVCN lop 7A1, day ngir

29 | Krd Jan K Thu Na GV THCS | van khéi 7,9, HDTN, HN
7Al, GDDP-Van 6,7,8
, T6 truong, van thu, phu
30 | Duong Danh Thang Van thu trach mang PC XMC, CSDL
nganh, quan tri nhan sy
31 | Truong Van Trung Ké toan Phu trach y té hoc dudng
The vien, | ThY vién, phu trach thiét bi,
32 | Kon Sa A SuKa thit bi " | HoO tro gido vién budi 2 khi

di cong tac




