UBND PHUONG DIEN BIEN PHU CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG MAM NON SON CA Doc lap - Tw do - Hanh phic

Sb: 135 /QD-MNSC Pién Bién Phu, ngay 03 thang 8 nam 2026

QUYET PINH
Vé viéc phan cong nhiém vu ddi véi vién chire quan 1y trweong MN Son Ca,
phwong Dién Bién Phi nam hoc 2026-2027

HIEU TRUONG TRUONG MAM NON SON CA

Can cir Ludt Gido duc ngay 14 thang 6 nam 2019;
Can cuw Van ban hop nhat s6 09/2026/VBHN-TT-BGDPT ngay 23/7/2026 cua
B6 Gido duc va Pao tao vé Théng tw ban hanh Piéu 1é Trwong mam non;

Can cir Théng tw s6 19/2023/TT-BGDDT ngay 16 thang 12 nam 2023 cua

B¢ Gido duc va Dao tao huong dan Vvé vi tri viéc lam, co cdu vién chirc theo chirc
danh nghé nghiép va dinh mirc sé lwong nguoi lam viéc trong cdc co sé gido duc
mam non cong lap;

Can cur Thong tu 11/2026/TT-BGDDT ngay 04/3/2026 cua Bo Gido duc va
Ddo tao vé quy dinh ché dé lam viéc doi véi gido vién mam non;

Can cwr Thong tu 09/2025/TT-BGDDT ngay 12/6/2025 cua Bo Giao duc va
Pao tao quy dinh vé phdn quyén, phdn cdp va phdn dinh tham quyén thuc hién
nhiém vy qudn 1y nha nuwée cia chinh quyén dia phwong hai cap doi véi gido duc
mam non;

QUYET PINH:

Piéu 1. Phan céng nhiém vu cong tac d6i véi dong chi:

1. Pong chi: Ping Thi Hai Yén - Hiéu truong

Lanh dao, chi dao, to chirc, quan 1y cac hoat dong va chat luong nudi
dudng, cham soc, gido duc tré em cua nha truong. Truc tiép chi dao:

- Cac mat cong tac: Tu tudng chinh tri; Chién luoc, quy hoach, dé 4n va ké
hoach phat trién gido duc; T6 chiric can bd; K& hoach - Tai chinh, cong tac van dong
tai trg; Kiém tra; cong tac Thi dua - Khen thudng; Cai cach tha tuc hanh chinh; Chu
tai khoan so 1.

- Xay dung, t6 chitc bd may nha truong; 1ap ké hoach va té chic thuc hién

ké hoach nu6i dudng, cham soc, giao duc ndm hoc; bao cdo, danh gia két qua thuc
hién trudc cac cp c6 tham quyén; co trach nhiém giai trinh khi can thiét.

- Thanh lap céc t6 chuyén mén, t6 vin phong, hdi dong Thi dua - Khen
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thuong, hoi déng ky ludt va cac hoi dong tu van trong nha trudng; bo nhiém to
trudng, to6 pho.

- Thyc hién cac nhiém vu quan ly phé hiéu truong, giéo vién, nhan vién
theo quy dinh cua phap luat va huong dan ctia co quan quan ly giao duc; thyc hién
quy tic ing xir ctia can bo quan ly theo quy dinh; xay du’ng ké hoach phat trién
nang luc nghé ngh1ep cho giao vién, nhéan vién; dong vién va tao diéu kién cho
gido vién va nhan vién tham gia cac hoat dong d6i mdi gido duc; tham gia qua
trinh tuyén dung, thuyén chuyén gido vién, gidi thi¢u nhan sy d€ bé nhi€ém pho
hi¢u truong.

- Quan 1y va sir dung c6 hiéu qua cac ngudn tai chinh, tai san cia nha truong.

- Tiép nhan tré em, quan 1y tré em va to chirc cac hoat dong nudi dudng, chim
soc, giao duc tré em cua nha truong; quyét dinh khen thudng.

- Tham gia sinh hoat cung to vin phong; thuc hién ché d6 lam viéc theo
quy dinh; tu hoc, tu boi dudng dé nang cao niang luc chuyén mén nghiép vu, ning
luc quan ly; duoc huong ché do, chinh sach d6i véi nha gido theo quy dinh. Truc
tiép tham gia cac hoat dong gido duc 02 gid trong mdt tuan tai 16p MG 16n C2
(day bu vao gio day cta dong chi Bi thu doan thanh nién).

- T chure thuc hién quy ché dan chu & co sé; thue hién x3 hoi hoa giao duc;
phoi hop t6 chirc, huy dong cac luc luong xa hdi cung tham gia hoat dong giao
duc, phat huy vai tro cia nha truong doi véi cong dong.

- Chi dao céac td chue, doan thé hoat dong theo chirc nang; Cong tac kiém
tra ndi bd truong hoc theo ké hoach;

- Chi dao thyc hién cong tic van thu, thiét bi, y té hoc dudng va cac to chic
XH khéc (Khuyén hoc, Ban dai dién CMHS ...);

- Chi dao thuc hién cac hoat dong vé bao dam chét lugng theo quy dinh.
Cong bd cong khai muc tiéu, chuong trinh, ké hoach gido duc, di€u kién bao dam
chat luong gido duc, két qua danh gia va kiém dinh chat lvong giao duc.

- Truc tiép ky duyét cac van ban gui cic cdp, cac nganh va cac vin ban
khac lién quan dén hoat dong nha truong;

- Pam bao moi ché d6 chinh sach cho CB g1d0 vién, nhan vién va hoc sinh
theo ché do hién hanh;

- Huy dong, quan ly va su dung cac ngudn luc theo quy dinh cua phap luat;
xdy dung co so vat chit theo yéu cau chuan hoa, hién dai hoa.

- Tham muu v61 chinh quyen, ph01 hop voi Ban dai dién cha me hoc sinh
dé thuc hién hoat dong nudi dudng, cham soc, gido duc tré em.

- T6 chirc cho can bo quan 1y, gido vién, nhan vién va tré em tham gia céc
hoat dong phu hop trong cong dong.

- Thuc hién cac nhiém vu va quyén han khac theo quy dinh cta phap luat.
2. Pong chi Pham Thi Vinh - Phé hiéu truéng
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Thuc hién theo muc 2, Diéu 10 cia Vin ban hop nhét s6 09/2026/VBHN-
TT-BGDDT ngay 23/7/2026 ctia Bo Gido duc va Pao tao vé Thong tu ban hanh
Piéu 16 Truong mam non. La ngudi gitip hiéu trudng quan 1y nha trudng, chiu
trach nhiém trudc hiéu trudéng va trude phap luat vé nhiém vu duoc phan cong.
Chiu trach nhiém diéu hanh cong viéc do hiéu truong phan cong; thuc hién quy
tac ing XU cta can bd quan ly theo quy dinh. Diéu hanh hoat dong cta nha tru:ong
khi duoc hi¢u trudng iy quyén. Tham gia sinh hoat cung t6 chuyén mon Mau gido
16n, nhd; tu hoc, tu bdi dudng ning cao ning luc chuyén mon nghiép vu, ning luc
quan 1y; duoc hudng ché d6, chinh sach ddi v6i nha gido theo quy dinh. Thyc hién
xa hoi hda gido duc, phat huy vai tro ctia nha trudong déi v6i cong dong. Truc tiép
tham gia cac hoat dong giao duc 04 gio trong mot tuan tai 16p MGL D1 va 1dp
MGN C1 (day thay dong chi To trudng CM, t6 pho CM).

~ Chu dong trong xu ly cong viée trén nhom Zalo (c6 lién quan dén noi dung
Thong ké - Pho cap; CM; TCCB-TDKT; PCCC va CNCH; An toan trudng hoc)
cua Phuong, S& Gido duc va Ho so cong viéc cia nha truong.

- Xay dung Chuong trinh gido duc chung cua nha truong; Phu trach phong
hoat dong am nhac, phong tin hoc.

- Pic trach chi dao chuyén dé, chuyén moén khdi miu gido nhd, 16n. Quan
ly, diéu hanh cac hoat dong chuyén moén va chiu trach nhiém trude toan truong va
Hiéu truong vé chit luong chuyén moén cua khéi. Ky duyét cac hoat dong vé
chuyén mén cta gido vién. D xuét nhitng van dé can bd sung trong cong tac chi
dao cua Hiéu truéng. Chi dao cong tac xay dung canh quang moi trudong 16p hoc
trong va ngoai 16p ctia khoi phu trach.

- Xay dung ké hoach thé duc sang toan truong; ké hoach BDTX ciia nha
truong cho phu hop vai thyuc tién cua dia phuong. Hudng dan gido vién trong khoi
xay dung KHBDTX.

- Thuc hién trach nhi¢m lam bédo cdo khi dugc Hi€u trudng phan cong.

- Tiép nhan tré em, quan 1y tré em va td chtic cac hoat dong nudi dudng,
cham soc, gido duc tré em cua nha truong. Quan 1y ho so CB gido vién, nhan vién
toan truong.

- Chiu trach nhiém vé cong tac thong ké; phd cap; cong tac t6 chiic dn ban
tr; Cong tac VSATTP.

- Thuodng tryc hoi dong “Thi dua - Khen thudng”; hoi dong ky ludt cua toan
truong: tham muu thyc hién cong tac thi dua, khen thuong theo quy dinh; tham
muu viéc thanh 1ap, thanh phan va hoat dong cua héi dong ky luat thuc hién theo
quy dinh cua phép luét.

- Phu trach cong tac kiém tra ndi bd nha trudng. Theo ddi tiép cong dén,
don thu khiéu nai, to cao.

- Phuy trach hoat dong TDTT cua toan truong.

- Phuy trach cong tdc Phong chéy chita chdy va ctru nan ctru ho.
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- Tham gia thuc hién xa hoi hoa gido duc, phat huy vai tro cua nha truong d6i
v6i cong ddng va cac cong viée dot xudt khi nha truong va dia phuong yéu cau.

- Thyuc hién cac nhi¢m vu khac khi dugc Hi¢u truong phan cong.

- Chiu trach nhiém trudc Hiéu trudng, li€n déi chiu trach nhiém ;ruéo Dang
uy - HDND - UBND phuong va chiu trach nhiém trudc phap luat vé nhiém vu
duoc Hiéu trudng phan cong hodc uy quyén.

3. Pong chi Nguyén Thi Thanh Thuy - Phé Hi¢u truéng

Thuc hién theo muc 2, Diéu 10 ciia Van ban hop nhat s 09/2026/VBHN-
TT-BGDDT ngay 23/7/2026 ctia Bo Gido duc va Pao tao vé Thong tu ban hanh
Piéu 1¢ Truong mam non. La ngudi gitp hiéu trudng quan 1y nha trudng, chiu
trach nhiém trude hiéu truong va trude phap luat vé nhiém vu duoc phan cong.
Chiu trach nhiém diéu hanh cong viéc do hiéu truong phan cong; thuc hién quy
tac ing XU ctia can bd quan ly theo quy dinh. Piéu hanh hoat dong cua nha truong
khi duoc hi¢u truong uy quyén. Tham gia sinh hoat cung t6 chuyén moén Mau gido
16n, nhd; tu hoc, tu boi dudng nang cao nang luc chuyén moén nghiép vu, nang luc
quén 1y; dugc huong ché do, chinh sach dbi véi nha giao theo quy dinh. Thuc hién
xa hoi hoa gido duc, phat huy vai tro ciia nha truong d01 v6i cong dong. Truc tiép
tham gia cac hoat dong gido duc 04 gid trong mot tuan tai tai 16p NT Al va 16p
MGB BI1 (day thay ddng chi Té trusng CM, t6 phé CM).

Chiu trach nhiém tham muu v6i Hi€u truong, chu dong trong xu ly cong
viéc trén nhom Zalo (c6 lién quan dén ndi dung CNTT; CM; tuyén truyén; cong
khai...) ctia Phuong, So Gido duc va Ho so cong viée cua nha trudng; truc tiép
chi dao cac hoat dong, cac mat cong tac sau:

- Xay dung Chuong trinh gido duc chung cua nha truong.

- Pic trach chi dao chuyén dé, chuyén moén khbi mau gido bé, Nha tré.
Quan ly, diéu hanh cac hoat dong chuyén moén va chiu trach nhiém trudc toan
truong va Hi€u truong vé chat luong chuyén mon cua khoéi. Ky duyét cac hoat
dong v€ chuyén mon cua gido vién. D€ xuat nhiing van dé can bd sung trong cong
tac chi dao cuia Hi¢u truong. Chi dao cong tac xay dung canh quang moi trudong
16p hoc trong va ngoai 16p cua khoi phu trach.

- Thyc hi¢n trach nhi¢m lam béao cdo khi dugc Hi¢u trudng phan cong.

- Phu trach mang van hod van ngh¢; Phu trach va theo doi cong tac bao vé
bi mat nha nudc; Duy tri va xay dung truong chuan Quoéc gia, kiém dinh chat
luong giao duc.

- Chiu trach nhiém chinh trong tham muu cong tic vé co s& vat chat: lao
dong, tao canh quan moi truong gido duc nha trudong, trang thiét bi day hoc, do
dung d6 choi toan truong.

+ Phu trach cong tac Cong ngh¢ thong tin, truyén thong, thong tin, trang
website ctia nha truong; hod so tiéng Anh ciia hoc sinh.



+ Phu trach cong tac trang thiét bi day hoc, 6 dung, dd choi, hoc liéu duoc
su dung trong nha truong theo quy dinh va phu hop muc tiéu, ndi dung, phuong
phap gido duc theo chuong trinh gido dyc mam non, vén hoa, diéu kién cua dia
phuong va kha nang, nhu cau cua tré em.

- Tham gia thuc hién x3 hoi hoa gido duc, phat huy vai trd cta nha truong ddi
véi cong dong va cac cong vi¢e dot xuat khi nha truong va dia phuong yéu cau.

- Chiu trach nhiém trude Hi€u trudng, 1ién doi chiu trach nhiém trude Dang
uy, HDND phuong, UBND phudng, S Gido duc va Dao tao va chiu trach nhiém
trude phap luat vé nhiém vu duoc Hiéu truong phan cong hodc uy quyén.

- Thyc hién cac nhiém vu cong tac khi duge Hi¢u trudng phan cong.

Piéu 2. Cac déng chi trong Ban giam hi@u can ctr vao nhiém vu dugc phan
cong co trach nhi¢m xay dung ké hoach va trién khai thuc hién cho phu hop vai
nhiém vu trong nam hoc 2026-2027.

Piéu 3. Cac bo phan: Vin phong nha truong; Ban giam hiéu, cac t6 chuyén
mon va cac ca nhan co tén tai Piéu 1 chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhn: HIEU TRUONG
- Nhu diéu 3; :
- Phong VH-XH (b/c);
- Ban giam hi¢u nha trudng;
- Cac td chuyén mon, to VP,
- Website nha truong; HSCV;
- Luu: VP
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