PHAN CONG NHIEM VU CUA CAN BQO CONG CHUC PHONG GIAO DUC & PAO TAO

NAM HOQC 2019 — 2020

1. LANH PAO CO QUAN

Stt

Ho va tén — Chirc vu

Nhiém vu

Nguyén Thi Thu Hién
Truwéng phong GDDT

1.1. Chiu trach nhiém truéc Quan Uy, Hoi dong nhan dan, Uy ban nhan dan, S¢ Gido duc va Pao tao vé
cong tac lanh dao, diéu hanh moi hoat dong cia nganh.

1.2. Phu trach chi dao cac linh vuc:

- Chién luoc phat trién cla nganh;

- Cong tac Chinh tri tu tudng;

- Cong tac phong chong tham nhiing va thuc hanh tiét kiém;

- Cong tac T6 chic can bo;

- Cong tac Thanh tra — Kiém tra;

- Cong tac Thi dua — khen thudng;

- Cong tac Pao tao Boi dudng;

- Cong tac Ké hoach —Tai chinh;

- Cong tac td chire cac hoat dong day va hoc cua bac Tiéu hoc;

- Phu trach tryc tiép: Truong Boi Dudng Gido duyc.

1.3. Chu tai khoan co quan Phong GD & DT.

Nguyén Vin Qui
Pho Truwéng phong GDDT

2.1.C6 nhiém vu giup Trudng phong trong viéc diéu hanh cac hoat dong cua nganh (theo sy phan
cong).

2.2.C6 nhiém vu phu trach va xur ly cac cong viéc trong nhitng linh vuc sau:

- Cong tac trién khai, thyc hién dé an “Phd cap va nang cao nang luc st dung tiéng Anh cho hoc sinh
phd thong va chuyén nghi¢p TP.HCM giai doan 2011 — 20207, K¢é hoach trién khai thuc hién dé 4n day
hoc ngoai ngtr trong hé thong gido duc qudc dan giai doan 2019 — 2025; Chat lugng day va hoc mon
Tiéng Anh (Mam non, Tiéu hoc va THCS);

- Cong tac t6 chuc cac hoat dong day va hoc ctia bic THCS; Cong tac xay dung trudng Chuan quéc gia,
truong Tién tién hién dai, cong tac kiém dinh chat lugng gido duc bac Trung hoc co s¢ va bac Tiéu hoc;

- Cong tac Pho cap Gido duc - x6a mu chil; cong tac phdi hop véi TTGDNN- GDTT;

- COng tac Co so vat chat; Thong ké; Thu vién — Thiét bi;

- COng tac Phap ché; Qudc phong — An ninh;

- Cong tac phong chong thién tai, bao lut; phong chéng chay nd, ciru ho, clru nan;

- Cong tac Vin thé my; An toan giao théng; Pho cap boi cho hoc sinh;

- Cong tac Cai cach hanh chinh - thuc hién qui trinh ISO; (rng dung c6ng nghé thong tin;

- Hb tro hoat dong ctia Hoi Khuyén hoc; Hoi Cyu gido chc.




Phan Thi Kim Duyén
Pho Truwéng phong GDDT

3.1.C6 nhiém vy giap Truéng phong trong viéc diéu hanh cic hoat dong ctia nganh (theo sy phan
cong).

3.2.C6 nhiém vy phu trach va xur ly cac cong viée trong nhiing linh vie sau:

- Cong tac to chirc cac hoat dong day va hoc ctia bac Mam non

(Chat luong gido duc, cOng tac xay dung trudng Chuan quéc gia, trudng Tién tién hién dai; kiém dinh
chat lugng gido duc bic Mam non).

- Cong tac quan li cac co s& Mam non ngoai cong lap;

- Hoat dong Poan — Doi, Gido duc Ki ning sdng;

- COng tac gido duc hoa nhap - gido duc tré khuyét tat;

- COng tac Ban trl, Y té hoc dudng, An toan truong hoc; chuong trinh Sita hoc duong;

- Cong tac phong chong AIDS, ma tdy, té nan trong truong hoc;

- Cong tac dan s6, gia dinh va tré em;

- COng tac Giam nghéo; Binh dang gidi — Vi sy tién b cua phu nit nganh Gido duc.

- HO tro hoat dong cua Hoi chir thap do.

2. PHU TRACH BAC MAM NON

Stt

Ho va tén — Chirc vu

Nhi€ém vu dugc phan cong

DP4u Thi Thao
Chuyén vién
To truong
bac Mam non

- Phu trach chung céc hoat dong ctia bac hoc mam non;

- Phuy trach cong tac cham soc nudi dudng; cdng tac Pho cdp mam non tré 5 tudi; Cong tac kiém dinh chét
lugng gido duc; Cong tac xdy dung truong chuan qudc gia; xdy dung trudng tién tién hién dai, phong trao
GV gioi.

- Huéng dan va thdm dinh h6 SO Xin cép phép thanh 1ap, giai thé, sap nhap, chia tach va cip phép hoat
dong gido duc cua truong mam non, miu gido, nha tré (cong lap va ngoai cong lap).

- Kiém tra, theo ddi, nim tinh hinh cac co Sy mAm non ngoai cong lap.

- Phu trach céc trudong, nhom tré va 16p mau gido thudc cum 3, 4: phwong Trwong Thanh, phuwong
Tang Nhon Phu B, phwong Phwéc Binh, phwong Long Trwong, phudng Long Phudéc, phwong Phu
Hiru, phwong Phuéce Long B.

- UV. BCH.CD + Trudng ban mua sim ctia co quan PGD.

- T6 trudng tb 2 (co quan PGD).

Nguyén Thi Hong Vin
Chuyén vién

- Phu trach cong tac gido duc;

- Phu trach cong tac Gido duc Khuyét tat bAc Mam non.

- Phu trach béo cao thang; bao céo théng ké, bao cdo sb lidu; cac hoi thi cua giao vién va hoc sinh bac
Mam non.

- Hb trg cong tac kiém dinh chét lugng gido duc; Cong tic xdy dung trudong chuan qudc gia; xay dung




truong tién tién hién dai.

- Cong tac ing dung cong ngh¢ thong tin bac hoc mam non; HJ trg theo dbi, kiém tra, ndm tinh hinh céc
co s mim non ngoai CL.

- Tham gia tryc qudy tiép nhan va tra két qua h6 so; Thanh tra nhan dan co quan PGD.

- Phu trach cac truong, nhom tré va 16p mau gido thudéc cum 1, 2: phwong Tang Nhon Phu A, phuong
Tén Phi, phuwong Long Binh, phuwdng Hiép Phi, phuwong Long Thanh My, phuwong Phuéc Long A.

3. BAC TIEU HQC

Stt

Ho va tén — Chirc vu

Nhiém vu dwgc phin cong

Dinh Thi My Ngoc
Chuyén vién
T6 trudng bac Ti€u hoc

- Phu trach chung céc hoat dong cua bac Tiéu hoc;

- Phu trach cac mén: Toan, Khoa hoc, Thé duc bac Tiéu hoc;

- Phong trao GV day gidéi, GVCN gioi bac Tiéu hoc;

- Cong tac xay dung truong Chuan qudc gia, truong tién tién hién dai, KDCLGD bac Tiéu hoc.

- Huéng dan va tham dinh ho so xin cap phép thanh 1ap, giai thé, sap nhap, chia tach va cip phép hoat
dong gido duc cua truong Tiéu hoc (cong 1ap va ngoai cong lap).

- Cong tac ban tri + bép an bac Tiéu hoc;

- Phu trach cum 1: TH Trwong Thanh, Truwong Van Thanh, Pinh Tién Hoang, Long Thanh My,
Long Phudéc, Phong Phu, Ta Uyén, Phwéc Binh, Tan Phi, Pham Van Chinh.

- Thanh vién Ban tiép nhén cua co quan PGD; Thu qui cta co quan PGD.

- T6 trudng t 3 (co quan PGD).

Doan Thi Mai Huwong
Chuyén vién

- Phu trach moén Tiéng Anh bac TH va MN; b6 mé6n Tin hoc bac TH;

- T6 chuc hoi hop, hoi thi, tap huén, hi thao, chuyén dé mon tiéng Anh bac Tiéu hoc, Mam non; Cong
tac phé) cap GD bac Tiéu hoc;

- H0 tro cac cudc thi, hoi thi cia gido vién va hoc sinh bac Tiéu hoc;

- Céc hoat dong Gido duc NGLL, gido duc ATGT, gido duc moéi trudng, giao duc ki nang song; cong tac
ung dung CNTT; cong Cl , théng ké s6 liéu bac TH.

- Tham gia tryc quay tiép nhan va tra két qua hd so;

- Phy trach cum 2: L& Vin Viét, Nguyén Vin B4, Hiép Phu, V6 Vin Hat, Bui Vin Méi, Phuéc
Thanh, Long Binh, Nguyén Minh Quang, Phii Hiru, Ngé Thoi Nhi¢m, Tran Thi Buéi.

Huynh Thi Minh Nguyét
Chuyeén vién
Phu trach cong tac tong hop
+ hd tro Bac tiéu hoc

- Phu trach céng thong tin di¢n tir clia nganh; cong tac bao vé bi mat nha nudc cua co quan; Phu trach
cong tac gido duc khuyét tat; gido duc tich hop Qudc phong va An ninh bac Tiéu hoc; Tham muu xdy
dung céc loai ké hoach, béo cdo, téng hop; Phu trach mon Ki thuat, Hoat ddng trai nghi€ém bac Tiéu hoc:
- Hb tro cac hoat dong NGLL, cac cudc thi, hoi thi ciia GV va HS bac Tiéu hoc; HO tro cong tac y té hoc
duong;

- HO tro phu trach cum 2: Lé Viin Viét, Nguyén Vian B4, Hiép Phi, Vo Vian Hat, Bui Vian Méi, Phuéc
Thanh, Long Binh, Nguyén Minh Quang, Phi Hiru, Ngé Thoi Nhiém, Trin Thi Buéi.




4. BAC TRUNG HOQC CO SO

Stt Chuyén vién Nhiém vu dwgc phin cong
- Quan 1y chung cac hoat dong ctua bac hoc THCS;
Vii Pirc Poan - Chi dao mon toan bc@c THCS; Qqén 1y hoat d(f)n‘g day va hoc bac THCS; Gidao duc STEM; ~Phong t[éo
L HS gioéi bac THCS; Cap phat va di€u chinh van bang, chiing chi; Cong tac khao thi; Hudéng dan va tham
1 . Chﬂuyenymn dinh ho so xin cip phép thanh lap, giai thé, sap nhép, chia tich va cip phép hoat dong gido duc cua
To trudng bac THCS truong THCS (CL va NCL).
- T6 trudng t 1 (co quan PGD).
- Phu trach cum: Hoa Lw, Tiang Nhon Phu B.
- Giai quyét thu tuc chuyén truong cua hoc sinh bac THCS; Cong tac Gido duc khuyét tat bac THCS;
. Phong trao GV gi6i bac THCS; Hoat dong Trai nghiém ST; Phu trach Thong ké, bao cdo thang bac
2 bang Thi Thanh Huyén THCS; cong tac khao thi, quan ly d’iém trén mang, Trudng hoc két ndi; cac cudc thi trén mang, thi May
Chuyén vién tinh cam tay; gido duc tich hgp Quoc phong va An ninh bac THCS; cong tac Nghién ciru khoa hoc, tich
hop lién mén bac THCS.
- Phu trach cum: Tan Phi, Truwong Thanh.
B - Phu trach cong tac Phap ché; kiém tra + giai quyét don thu phan anh, kién nghi;
Nguyén Van Hoang - Phy trach cong tac phong chéng tham nhiing va thuc hanh tiét kiém;
3 Chuyén vién - Phy trach cong tac Kiém dinh CLGD chung va bac THCS;

Phu trécl} c()n~g tac kiém tra —
Phap ch¢ + ho trg bac THCS

- Phu trach cong tac XD truong dat cht}én Quéc gia bac THCS;
- T6 trudng b phan tiép nhan va tra két qua ho so cia Phong GDDT;
- Phy trach cum: Hoa Sen, Ngo Thoi Nhiém, Hong Dirc.

- Phu trach cong tac thu vién cua nganh;

Nguyén Ngoc Tram - Phy trach cong tac Théng ké va cong tac xay dung ké hoach phat trién chién lugc ciia nganh; HO trg
4 Chuyén vién cong tac "l:hiét bi, Thi nghiém thyc hanh bac THCS; HO tro cong tac cai cach hanh chinh; phéan loai,
Phu trach thong ké + thu vién | chinh Iy ho so ctia nganh. L ) .
+ hd tro bac THCS - In an van bang; Tham gia truc quay tiép nhan va tra két qua ho so;
C - Phu trach cum: Pidng Tan Tai, Phu Hiru.
- Phu trach cong tac thi dua Nganh GDDT;
bang Nhw Trang - Hd trg cong tac t6 chirc gdm: phu trach cong tac Tuyén dung va giai quyét thuyén chuyén vién chiic
Chuyén Vvién nga‘mh Giado dLlC. . ,
5 - Phu trach cong tac thi nghé pho thong bac THCS;

Phu trach Thuong tryc Thi
dua + ho trg cong tac To chuc
+ ho trg bac THCS

- Mang lu6i bd mon Cong nghé, Phu trach mén CN (khdi 6-7);
- Thanh vién Ban mua sdm cta co quan.
- Phu trach cum: Tran Quoc Toan, Long Truong.




5. CAC BO PHAN

Stt Chuyén vién - Chirc vu Nhiém vu dwge phan céng
Hoang Hiing Nam - Phu trach Co s¢ vat chat, trang thi€t bi cua nganh; cong tac phong chong lut bao — thién tai; An toan
o phong chay chtra chay; trién khai thyc hién dé an Pho cap Boi.
1 Phu tr4 ihcu%/glcwfn ikt - Nam tinh hinh hoat dong ctia cac Cong Poan co s&; tham muu thuc hién cac cudc van dong ctia nganh;
u trac s tang thiet 1 ¢ong t4c Dan chi co s&; cong tac Dan van;
bi - Ph6é CTCD co quan Phong GDDT
. ) - K& toan NSNN cuia phong GDDT;
Nguyén Thi Tuyét Nhung | - Tong hop va thuc hién ho so thu tuc dé giai quyét cac ché do, chinh sach cho hoc sinh va cong chirc-
an Vié ién chirc cuia nganh, cua co quan PGD;
2 Chuyén vién vien ¢ ganh, q ;

Phu trach
Cong tac Tai chinh - K¢ toan

- Huéng dan, hd tro cac trudng thuc hién cong tac tai chinh theo qui dinh.
- Theo doi, tong hop s6 lugng hoc sinh dugc nhén hoc bong tir cadc ngudn;
- Trudng Ban ti€p nhan ctia co quan PGD

Mai Bich Thuy

- Phu trach cong tac td chirc nhan sy cua nganh, bao g@)m: bién ché nhan su cla nganh, qui hoach va bo
nhiém CBQL; dao tao va boi dudng doi ngii; hd so cdn bd cong chirc ciia nganh va co quan PGD.......
- Tham muu ban hanh cac Quyét dinh (trtr cac QD vé cong tac Thi dua - khen thudng)

3 ,Ch‘“ﬁe” \{len X - Tham dinh ho so xin thanh 1ap Trung tdm ngoai ngt, tin hoc....
Phu trach To6 chtrc + ho tro , A . ae \ b Lo , \ ,
cone tac thanh. kidm tra - Phu trach cong tac cai cach hanh chinh, qui trinh ISO cua nganh, ctia co quan.
& ’ - HO trg cong tac ki€ém tra + gidi quy€t don thu phan anh, kién nghi.
- Cong tac in an va phat hanh cac van ban; luu trir ho so van thu; phan
Trwong Thanh Thuy loai, Fhir}h 1‘y l}() SO cua dornA Vi; :chuc hién c4c van ban hanh chinh theo yéu cau;
L - Quan ly va stir dung con dau cua co quan;
4 Chuyén vien - Phuy trach phn mém quan 1y vin ban.
_ Phutrach - H) tro cong téc cai cach hanh chinh;
Van thu — luu trir - Phu trach cong tac phan loai, chinh 1y ho so ctia nganh.
- Tham gia tryc quay tiép nhan va tra két qua ho so;
- Phy trach cong tac PCGD - XMC, Trung tdm hoc tap cong dong;
- HO trg phu trach cong tac Co s& vat chat.
Pham Diing Quang - HO trg cac bac hoc t6 chure hoat dong ngoai gi0, cac hdi thi cua gido vién va hoc sinh;
L - HO tro quan ly cac co so Mam non ngoai Cong lap.
5 Chuyeén vien - Tham gia tryc quy tiép nhan va tra két qua ho so;

Phu trach PCGD-XMC + hd
trg phu trach cong tac CSVC

- Chu tich Céng doan co quan PGD&DPT + Thanh vién ban mua sim;

- Phu trach Cong nghé thong tin cta co quan.

- Hb tro phuy trach cum 2 (TiH): Lé Vin Viét, Nguyén Vin B4, Hiép Phii, V6 Vin Hat, Bui Vin Méi,
Phuéce Thanh, Long Binh, Nguyén Minh Quang, Pht Hiru, Ngé Thoi Nhiém, Tran Thi Buéi.




- Phu trach cong tac chinh tri tu tudng Hoc sinh — sinh vién; cong tac Poan, D6i; Gido duc ki nang séng -
bam Lé Ha Giang hoat dong NGLL, cac hoat dong ngoai khoa (AIDS, Moi truong, ATGT...); Theo doi viéc dua rudc hoc
Phu trach sinh bang xe buyt; phd cip boi cho hoc sinh;
cong tac Trd Iy thanh nién + | - Phu trach cong tac Van thé my ciia nganh.
Y té hoc dudng - Phuy trach cong tac y t€ hoc duong, An toan truong hoc;
- HO trg quan 1y cac co s Mam non ngoai Cong 1ap.




