UBND QUAN BA DPINH CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG GIAO DUC VA PAO TAO Poc l1ap — Tw do — Hanh phic
S6: AQ /TB-PGDDT Ba Dinh, ngayd thang 9 nim 2020
THONG BAO
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Veé viée phan cong nhiém vu doi voi lanh dao va chuyén vién
Phong Giao duc va Dao tao quan Ba Dinh

Cin ctr Nghi dinh s6 04/2015/ND-CP ngay 09/01/2015 cia Thu tuéng Chinh
phu vé thuc hién dan chu trong hoat dong cia co quan hanh chinh Nha nuédc va
don vi su nghiép cong lap;

Can ctt Thong tu Lién tich S6 11/2015/TTLT-BGDBT-BNV ngay 29/5/2015
cua B Gido duc va Pao tao (GDDT) va B6 Noi vu Hudng din vé chirc nang
nhiém vy, quyén han va co ciu tb chirc cia S& GDDT thuéc UBND tinh, thanh
phé truc thugc Trung wong, phong GDDT thugc UBND huyén, quén, thi x4, thanh
phé thudc tinh;

Can ctr Quyét dinh s§ 11/2017/QD-UBND ngay 12/10/2017 ctia UBND
quan Ba DPinh quy dinh chic ning, nhiém vu, quyén han va co cdu t§ chirc ctia
Phong GDDT.

Phong GDDT quén Ba Dinh thong béo viéc phan cong cong tac dbi véi lanh
dao va chuyén vién co quan Phong GDPT quan, cu thé nhu sau:

I. BAN LANH PAO PHONG

1. Pong chi Truéng phong Lé Dirc Thuan

- Chiu trach nhiém truéc Quan uy - HDND - UBND quan Ba Pinh va S&
GDDT Ha Ngi vé moi hoat dong cta Nganh va Phong GDBT quén Ba Dinh theo
churc nang, nhiém vy, trach nhiém va quyén han da dugc Nha nuéc quy dinh.

- Chi dao toan dién cac hoat dong cia Co quan va truc tiép phu trach cac
mang cdng tac: TO chirc can bd; Tai chinh Ké hoach; Thi va Tuyén sinh; Thi
dua khen thuéng; Thanh tra, kiém tra, giai quyét khiéu nai, té c4o, phong chéng
tham nhiing; Pao tao, bdi dudng; Cong nghé thong tin, truyén thong, chinh
quyén dién tu; Sang kién kinh nghiém va nghién ctru khoa hoc; Day thém - hoc
thém; Cac hoat dong cé yéu té nudc ngoai, ngoai ngft va ngoai khéa; Quy ché
dan chu, cong khai va ddi thoai; Cong tic xdy dung, co s& vat chat, kiém dinh co
s& vat chét, chudn qudc gia.

- Phu trach T4 Tai vu - Vin phong.

- Tham gia: H6i déng Phé bién Gido duc phép luat, Hoi dong Khoa hoc va
Cong nghé; Cong tac dam bao trat tu giao thong, trat tu do thi, vin minh d6 thj trén
dia ban quan; Cong tac tén gido.
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2. Cic dong chi Phé Trudng phong

- La nguoi gitip dong chi Trudng phong, chiu trach nhiém truéc Trudng
phong va cap trén vé nhimg nhiém vu duoc phan cong; thuong xuyén bao cdo voi
df‘)ng chi Truong phong vé ké hoach, bién phép thuc hién, két qué hoat dong giao
duc va nhiém vu cong tac dugc phan cong.

- Tich cuc tham muu, d& xuét véi dong chi Trudng phong; phdi hop tdt voi
cac dong chi Phé Trudng phong dé xdy dung tip thé Ban Lanh dao doan két, gén
bod, dan chu, tir 6 néng cao hiéu suét cong viéc va hi€u qua cong tac.

- Ngoai nhitng nhiém vu d4 duoc phan cong, cac ddng chi Pho Trudng phong
tham gia nhitng nhiém vu dot xuét theo su phan cong ctia dong chi Trudng phong.

a) Pong chi Phé Truéng phong Ha Thi Ngoc

- Phu tréch toan dién cip THCS bao gdm: Gido duc cip THCS; Thi gido vién
gi161, hoc sinh gioi; Thi dua, khen thudng; Cong tac tuyén sinh; Cong tac Thu vién,
SGK, tai liu, thiét bi, d6 ding day hoc; Céc hoat dong c6 yéu t6 nudc ngoai, lién két
ngoai ngit, cac hoat dong ngoai khoa; Thanh tra, kiém tra; Cong tic ban tra, 2
budi/ngay; Cong tac cong nghé thong tin va truyén thong; Cong tac xdy dung, co s&
vat chét, kiém dinh chat lugng gido duc, chudn qudc gia; Cong téc xa hdi hoa gido
duc; Sang kién kinh nghiém va nghién ctru khoa hoc.

- Phu trach: Pao tao, b01 dudng cap THCS va toan nganh; Cong tac an ninh
trat tu, an toan truong hoc cip THCS va toan nganh; Cong tac pho cap gido duc,
x6a mu chit cAp THCS va toan nganh; Trung tim Hoc tap cong ddng va xa hoi hoc
tap; Hop tac, tham gia c4c ky thi qudc té cAdp THCS va toan nganh; Trung tim Bdi
dudng Vin hoa - Ngoai ngit - Tin hoc - Ky ning séng; Hoi ddng gido duc phap
luat va cong tac phap ché.

- Phy trach T6 THCS.

- Tham gia: Ban Chi dao céc ky thi tuyén sinh vao 16p 10 va thi t6t nghiép
THPT; Ban Chi dao 138, 197 quén; Ban Tuyén sinh quan sy; Ban Chi dao vé dau
tu xdy dung cia quan; Hoi déng Gido duc quéc phong, an ninh quén; Cong tac
gido duc, chinh tri, tu tudng; Ban Tuyén gido quan.

b) Pong chi Phé Truéng phong Pham Thi Ngoc Lan

- Phu trach toan dién cép Tiéu hoc bao gém: Giao duc cép Tiéu hoc; Gido
vién gidi, hoc sinh gidi; Thi dua, khen thudng; Cong tac tuyén sinh; Cac hoat
dong c6 yéu td nude ngoai, lién két ngoai ngit, cic hoat dong ngoai khéa; Thanh
tra, kiém tra; Cong tac xay dung, co sd vat chét, kiém dinh chit luong gido duc,
chudn qudc gia; Cong tac xa hoi hoa gido duc; Pao tao, bdi dudng; Cong tac phd
cap gido duc, x6a mu chir; Cong tac cong nghé théng tin va truyén thong; Sang
kién kinh nghiém va nghién ctru khoa hoc; Hop tac, tham gia céc ky thi quéc té;
an ninh trat tu, an toan truong hoc; Sita hoc dudng.
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- Phu trach: Cong téc ban tra, 2 budi/ngay cép Tiéu hoc va toan nganh; Hoc
bdng cap Tiéu hoc va toan nganh; Cong tic Poan, Hoi, Doi cap Tiéu hoc va toan
nganh; Cong tac Thu vién; Sach gido khoa, tai liu, thiét bi, dd dung day hoc cép
Tiéu hoc va toan nganh; Ché d6 chinh sach dbi véi can bo, gido vién, hoc sinh va
khuyén hoc toan nganh; Cong tac hau can trong cac hoat dong 16n cua Nganh va 1&
tan co quan.

- Phu trach T4 Tiéu hoc.

- Tham gia: H6i Khuyén hoc; Ban chi dao cac phong trao, céc cudc van dong
ctia Nganh va cac té chire doan thé xa hoi; Cong tac vin thé, nit cong toan nganh;
Cong tac bao vé, cham soc, gido duc tré em.

¢) Pong chi Ph6 Truéng phong Tran Thi Vinh

- Phu trach toan dién cAp MAm non bao gém: Gido duc va nudi dudng cdp Mam
non; Gido vién gidi, nhan vién gioi; Thi dua, khen thudng; Cong tac tuyén sinh; Hoc
lidu va thiét bi, dd dung day hoc; Céc hoat dong c6 yéu t6 nudc ngoai, lién két ngoai
ngit, cac hoat dong ngoai khoa; Thanh tra, kiém tra; Cong tac xa hoi hoa gido duc; Pao
tao, boi dudng; Cong tac phd cap gido duc tré 5 tudi; Cong tac xay dung, co s& vat chét,
kiém dinh chat luong gido duc, chuén quéc gia; Cong tac cong nghé thong tin va truyén
thong; Sang kién kinh nghiém; An ninh trét ty, an toan trudng hoc.

- Phu trach: Sita hoc duong Mam non va toan nganh; Cong tac Dang; Bao
hiém, Y té, Chit thap do, Dan sb toan nganh; Cong tac ISO, thu tuc hanh chinh
toan nganh.

- Phu trach T6 Mam non.

- Tham gia: Hoi cuu trg trée em khuyét tat; Ban Chi dao vé sinh an toan thuc
phim quan; Quy vi nguoi nghéo; Ban Chi dao Dan s6 ké hoach hoa gia dinh quén;
Cham séc stic khée ban dau, phong chdng dich bénh, phong chdng suy dinh duéng
& tré em; Trg giup nguoi nghéo quan; Chuong trinh Y té hoc duong quéan; Thuong
vu Lién doan lao déng quéan, Hoi Phu nit quan, H6i Chir thap do quan; Ban Chéap
hanh iy ban mat tran to qubc quan.

II. CAC CHUYEN VIEN PHONG

- La ngudi gitp dong chi Truong phong va céc dong chi Pho Trudng phong,
chiu trach nhiém truéc Lanh dao phong va cip trén vé nhitng nhiém vu duge phan
cong; thuong xuyén bdo céo voi dong chi Trudng phong va Pho Trudng phong phu
trach vé ké hoach, bién phép thuc hién, két qua hoat dong gido duc va nhiém vu
cong tac dugc phéan cong.

- Tich cuc tham muu, d& xudt véi Lanh dao phong vé nhitng cong viéc cua co
quan va nganh dé nang cao hiéu suat cong viéc va hiéu qua cong tac; c6 tinh than
trach nhiém cao, y thirc hop tac, gitp d& nhau trong cong viéc cua t, clia co quan
va cua nganh.
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- Ngoai nhitng nhiém vu di dugc phin cong, cac ddng chi chuyén vién
phong tham gia nhitng nhiém vu dot xuit theo su phan cong cia ddng chi Trudng
phong va cac dong chi Pho Truong phong.

1. T6 Trung hoc co sé

a) Pong chi Ngb Thi Phugng

- Cong tac gido vu: Cac bd mon Toan, Hoa hoc, Sinh hoc.

- Phu trach: Théng ké cip THCS va toan nganh; Quan ly diém cip THCS;
Hoc sinh gioi, nghién ctru khoa hoc cip THCS; Thu ky Ban Chi dao céc ky thi;
Cong tac tuyén sinh dau cip; Thanh tra, kiém tra cap THCS va toan nganh; Xay
dung, co s& vat chit, kiém dinh chét lugng gido duc, chuan qudc gia cip THCS
va toan nganh; Quan ly hé so day thém, hoc thém cap THCS; Cong tac ban tra va
day hoc 2 budi/ngay cip THCS va toan nganh; Viét tin bai cho Cbong théng tin dién
tr Nganh va quan thudc linh vyuc phu trach.

- Phu trach dja ban: Céc trudng THCS Nguyén Tri Phuong, THCS Thanh Cong.

b) Pong chi Lé CAm Ngoc

- Cong tac gido vu: Céc by moén My thuat, Am nhac.

- Phu trach: Van hod - Vian nghé; Cac cudc van dong va céc phong trao thi dua;
Céng tic cong doan; Gido vién gidi cap THCS va toan nganh; Céc quy tic ing XU va
dao dic nha gido; Ché d6 chinh sich dbi véi gido vién, hoc sinh; Khuyén hoc, hoc
bbng, nhan dao, tir thién, y t& hoc dudng, Chit thap do, Déan sé cAp THCS va toan
nganh; Viét tin bai cho Cbng thong tin dién tir Nganh va quan thugc linh vuce phu trach.

- Phu trich dia ban: Céc truong THCS Thang Long, THCS Vinschool.

¢) Pong chi Tran Thi Thanh Tung

- Cong tac gido vu: Cac bo mén Ngit Van, GDCD.

- Phuy trach: Céng tac van thu, Chuyén vién tong hop - thu ky co quan; Béo cdo
cap THCS va toan nganh; Bao céo dinh ky giri Quéan va Sé; Luu béo cdo cac cip; Cong
tac dao tao, bdi dudng cip THCS va toan nganh; Cong téc thil qu¥; Quan 1y diu ctia co
quan; Phat hanh sach gido khoa, tai liéu cép THCS; Tham gia phuc vu cac hoi nghi;
Viét béo céo mang Xay dung, co s& vat chét, kiém dinh chit luong giao duc, chuin
quéc gia cip THCS va toan nganh; Cong tac ban tra cdp THCS va toan nganh; Cong
tic ISO, thti tuc hanh chinh cap THCS va toan nganh; Viét tin bai cho Cdng théng tin
dién tir Nganh va quéan thudc linh vye phu trach.

- Phu trach dia ban: Céc truong THCS Phan Chu Trinh, THCS Hoang Hoa Tham.

d) Pong chi Pinh Thi Van Anh

- Cong tac gido vu: B mon Ngoai ngit cAp Mam non, Tiéu hoc, THCS.

- Phu tréch: Céc hoat dong c6 yéu té nude ngoai cAp THCS va toan nganh; Cong
tac an ninh trat tu, an toan giao théng, an toan trudng hoc, phong chdy chita chay,
phong chéng tai nan thuong tich, phong chéng t€ nan xa hoi, phong chéng bao luc
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hoc dudng cAp THCS va toan nganh; Thu ky vé cong tac Ban Chi dao 197, 138;
Céng tac phap ché; Cong tic vé sinh an toan thuc pham; Viét tin bai cho Cong thong
tin dién tir Nganh va quén thugc linh vue phu trach.

- Phu trach dia ban: Cac truong THCS Giang V6, THCS Thuc Nghiém.

¢) Pdng chi Can Thanh Hai

- Cong tac giao vu: Cac bd mon Vat ly, Cong nghé.

- Phu trach: Day va thi nghé phd thong cp THCS; Cong tac thu vién, thiét
bi d6 dung cap THCS va toan nganh; Xét t6t nghiép 16p 9, quan 1y hd so xét tot
nghiép THCS va in, cip phét bing tét nghiép THCS, xét cap lai Chimg nhén tét
nghiép THCS; SKKN cép THCS va toan nganh; Viét tin bai cho Cong thong tin
dién tir Nganh va quén thudc linh vuc phu trach.

- Phu trach dia ban: Céc truong THCS Ba Dinh, THCS Théng Nhét.

g) Pong chi Tran Pirc Hai

- Cong tac gido vu: Mén Gido duc thé chit cap Tiéu hoc va THCS, Tin hoc
cap Tiéu hoc va THCS.

- Phu trach: Thé duc thé thao; Cong tac cong nghé théng tin va truyén
thong cAp THCS va toan nganh; Thu ky Ban Chi dao Chinh quyén dién tir va cai
cach hanh chinh; Hoc sinh chuyén di, chuyén dén.

- Phu trach dia ban: Cac truong THCS Nguyén Trai, THCS Mac Dinh Chi
va Ning khiéu thé duc thé thao 10/10.

h) Pong chi Nguyén Thiéu Ngin

- Cong tac gido vu: Cac b mon Lich su, Dia ly, Cong tac chi nhiém, Hoat
dong gido duc ngoai gio 1én 16p, Cong tac gido duc dao duc hoc sinh.

- Phu trach: Thu ky cho Cép ty vé cong tic Pang; Cong tac Thi dua khen
thudng cAp THCS va toan nganh; Céng tac phd cp gido duc va xéa mu chit cip
THCS va toan nganh; Trung tdm hoc tdp cong dong; Cong tac td chirc can bo;
Céng tac dan chu, cong khai, din van va ddi thoai; Tham gia Ban bién tdp Cdng
thong tin dién tr cia Nganh.

- Phu tréch dia ban: C4c truong THCS Nguyén Cong Trit, THCS Phiic Xa.

2. T6 Tiéu hoc

a) Pong chi Nguyén Lé Hing

- Cong tac gido vu: Cac bo mon Tiéng Viét, Pao dac, Lich su, K¥ thuat, Thu
cong, Hoat dong trai nghiém, Tu chon Ngoai ngit cép Tiéu hoc.

- Phu trach céc cong viéc cép Tiéu hoc: Gido duc dao dirc; Pao tao, bdi
dudng; Thi dua khen thudng; Thanh tra, kiém tra; Bdo céo; Luu céc vin ban di -
dén; Sach gido khoa, tai li€u, thiét bi va do dung day hoc; Cong tac ban trl, day
hoc 2 budi/ngay, Vé sinh an toan thuc phim, Y té hoc dudng...; Sang kién kinh
nghiém va nghién ctru khoa hoc; Thi gido vién gidi, hoc sinh giéi; Théng ké céc s6
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lidu vé& doi ngili; Hoat dong ngoai khoa; Viét tin bai cho Céng thong tin dién tu
Nganh va quén thudce linh vuc phu tréch.

- Phu trach dia ban: Cac truong Tiéu hoc Nguyén Tri Phuong, Tiéu hoc Thi
L&, Tiéu hoc Hoang Hoa Tham, Tiéu hoc Thuc nghiém, Tiéu hoc Kim Déng, Tiéu
hoc Pai Yén, Tiéu hoc Thanh Cong A, Tiéu hoc Thanh Cong B, Tiéu hoc Nguyén
B4 Ngoc, Tiéu hoc Nguyén Trung Truc.

b) Pdng chi Hong Ngoc Lién

- Cong tac giao vu: Cac bd mon Toan, Ty nhién va xa hoi (16p 1, 2, 3), Khoa
- bia (16p 4, 5).

- Phu trach cac cong viéc cép Tiéu hoc: Théng ké sb liéu; Béo cao Emis,
EQMS; Céng tac CNTT va truyén thong; Cong tac ISO, céc thu tuc hanh chinh; An
ninh trat tu, an toan truong hoc; Cong tac phé cap gido duc va xéa mu chir; Cong tac
xdy dung, co s& vat chat, kiém dinh chét lwong gido duc, chuén quéc gia; Ché do
chinh sach ddi véi can b, gido vién, hoc sinh va cong tac khuyén hoc; Cong tac
tuyén sinh; Sita hoc dudng; Cong tac bao vé, chim sdc, gido duc tré em cap Tiéu
hoc va toan nganh; Cong tac Doan, Hoi, Ddi toan nganh; Tham gia Ban bién tap
Cbng thong tin dién tir cia Nganh.

- Phu trach dia ban: Céc truong Tiéu hoc Viét Nam - Cu Ba, Tiéu hoc Ba
Dinh, Tiéu hoc Phan Chu Trinh, Tiéu hoc Nghia Diing, Tiéu hoc Ngoc Ha, Tiéu
hoc Van phuc, Tiéu hoc Ngoc Khanh, Tiéu hoc Hoang Diéu; Tu thuc Ha Noi, Tu
thuc Viét Nam Singapore, Tu thuc Vinschool.

3. T6 Mam non

a) Pong chi Pio Thi Thu Huwong

- Phu trach céc cong viéc cép Mam non: Cong tac gido duc; TH chirc cac hdi
nghi, hoi thao, hdi thi, cac chuyén dé; Séng kién kinh nghiém; Cong tac ngoai khoa, cac
16p ning khiéu; Cong tac ISO, thii tuc hanh chinh; Thanh tra, kiém tra; Cong tac dao
tao boi dudng; Cong nghé thong tin va truyén thong; Hoat dong hé; Tai liéu hoc phdm
va thiét bi day hoc; Thi dua khen thudng; Viét tin bai cho Céng théng tin dién tir
Nganh va quén thudce linh vuc phu trach.

- Phu trach dia ban:

+ Céac trudong cong lap: Miu gido Chim non, Mau gido Mam non A, Mau
gido S6 3, Méu gido S6 2, Mau gido S6 8, Mau gido S6 10, Mau gido S6 9, Mam
non Sao Mai, Mim non Hoa Héng, Mam non Hoa Mai.

+ Cac truong, 16p ngoai cong lap trén dia ban cac phuong Thanh Cong,
Nguyén Trung Truc, Phuc X4, Pién Bién, Vinh phuc, Liéu Giai, Ngoc Khanh.

b) Pong chi Nguyén Hai Ha

- Phu trach cac cong viéc cAp Mam non: Cong tac nudi dudng; Tuyén sinh;
Thong ké va bao céo; Gido duc khuyét tat; Cong tic phong chéng dich bénh, vé
sinh an toan thuc phdm; Céng tac an ninh trat tyu, an toan truong hoc; Cong tac
Chir thap do; Stra hoc dudng; Ché d6 chinh sach cén bd, gido vién, nhan vién va tré
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MaAm non; Phd cap gido duc Mam non 5 tudi; Cong tac xay dung, co s& vat chét,
kiém dinh chét luong gido duc, chudn qudc gia; Luu céc vin ban; Tham gia Ban
bién tap Cong thong tin dién tir cia Nganh.

- Phu trach dia ban:

+ Céc trudng cong 1ap: Mam non 1/6, Hoa Pao, MAu gido S6 5, Mam non
S6 6, Mam non Tudi Hoa, Mau giao Tudi Tho, Mam non S6 7, Mam non Hoa
Huéng Duong, Mam non Thanh Céng, Mam non Hoa Mi.

+ Cac truong, 16p ngoai cong lap trén dia ban cac phuong Kim M4, Poi Cén,
Ngoc Ha, Céng Vi, Giang Vo, Trac Bach, Quéan Thanh.

4. B6 phan Tai vu - Pdng chi Vii Thi Hwong

Céng viéc phu trach: Ké toan co quan; Ché do6 chinh sach co quan; Bao hiém
x3 hoi va y t&; Vin phong phdm co quan; Quan Iy co s& vat chét cta co quan va
nganh; Cong tac thdng ké, béo céo, thong ké dé xuét vé xay dung, sira chira, dau
tu, mua sdm co s& vat chét, tai san, thiét bi day hoc, trudng chuin quéc gia; Lap ké
hoach d& xuét dau tu stra chira, xdy dung céc co s& gido duc trong quan; Cong tac
hau can trong cac hoat dong 16n ctia Nganh va 18 tan ctia co quan.

Théng béo nay thay thé Théng bao sé 05/TB-PGDDT ngay 20/5/2020 vé
viéc phan cbng cong tac dbi voi can bd, chuyén vién Co quan Phong GDDT quan
Ba Pinh va c6 hiéu luc ké tir ngay ky. Lanh dao, chuyén vién co quan Phong
GDDT quan Ba Dinh c¢6 trach nhiém thuc hién nghiém tuc, dﬁy du cac nhiém vu
da duoc phan cong./.
Noi nhin:

- S6 GDDT Ha Néi;
- UBND quén Ba Dinh;
- CB, CC co quan;

- Cac truong hoc trén dia ban quén;
- Luu: VT.




