SO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG TRUNG HQC PHO THONG
THANH KHE

Sé: 228 /QD-THPTTK Pa Nang, ngay 20 thang 10 nam 2025

‘ QUYET PINH
Ve viéc Phan cong nhiém vu hi€u trwéng, cac pho hi¢u truéng
Trwong THPT Thanh Khé

HIEU TRUONG TRUONG THPT THANH KHE

Can cir Quyét dinh s6 4898/0P-UBND, ngay 26 thang 06 nam 2007 ciia
UBND thanh pho Ba Nang vé viéc thanh lap Truong trung hoc pho thong (THPT)
Thanh Khé;

Can cir Théong tuwr s6 32/2020/TT-BGDDT ngay 15 thang 9 nam 2020 cua Bo
truong Bo Gigio duc va Pao tao bcgn hanh Piéu {é trbfo"ng trung hoc co so, truong
trung hoc pho thong va truong pho thong co nhiéu cap hoc,

Can cir Quyét dinh s6 324/QD-SGDDT ngay 09/4/2024 ciia S6 Gido duc va
Dao tao vé phé duyét bé an vi tri viéc lam cua Truong THPT Thanh Khé,

Theo su théng nhét ciia cude hop Lanh dao Truwong THPT Thanh Khé.

QUYET PINH:

Piéu 1. Phin coéng nhiém vu cta Hiéu trudng, cac Pho Hiéu truong Trudng
THPT Thanh Khe, 4p dung tir ngay 20 thang 10 nam 2025 (C6 phan cong dinh kem).

Piéu 2. Quyét dinh c6 hiéu lyc tir ngay ki.

Picu 3. Vién chure, ngudi lao dong, hoc sinh Truong THPT Thanh Khé; cac
co quan, to chtrc, cd nhan va 6ng (ba) c6 tén ¢ Diéu 1 chiu trach nhiém thi hanh
Quyét dinh nay./.

Noi nhdn:

- Nhu Diéu 3 (thyc hién);
- Hiéu trudng;

- Pho Hiéu truong;

- Thong bao co quan;

- Website nha truong;

- Luu: VT, VP.




SO GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
. THANH PHO PANANG Poc 1ap - Tw do - Hanh phic
TRUONG TRUNG HQC PHO THONG
THANH KHE

Pa Nang, ngay 20 thang 10 nam 2025

PHAN CONG
Nhiém vu cia Hi¢u trudéng va cac Pho Hi€u trudéng

(Ban hanh kém theo Quyét dinh sé: 228 /OD-THPTTK ngay 20/10/2025
cua Hiéu truong Truong THPT Thanh Khé)

Theo tinh hinh thyc té ciia nha truong va sy thong nhét hoi ¥ ciia Lanh dao
truong, Hi¢u truong Truong THPT Thanh Khé thye hién phan cong nhiém vu ctia Hi¢u
trudng va cac Pho Hicu truéng nhu sau:

L. NHIEM VU VA QUYEN HAN CUA HIEU TRUONG, PHO HIEU
TRUONG

1. Nhiém vu va quyén han cua Hi¢u trudng, Pho Hicu trudng duoc quy dinh
tai Piéu 11 Piéu 1¢ trudng trung hoc co so, trudng trung hoc phd thong va trudng
trung hoc pho thong c6 nhiéu cap hoc ban hanh kém theo Thong tu s6 32/2020/TT-
BGDDT ngay 15/9/2020 cua B¢ truéng Bo Gido duc va Dao tao.

2. Hiéu truéng phan cong Pho Hiéu trudng giap Hi¢u truong chi dao, xu 1y
thu’(‘mg‘xuyén cac cong viéc theo linh vuc, nhiém vu dugc phan cong hoac
uy quyeén.

3. Pho Hiu truong dugc thay mat Hi¢u truong quyét dinh va chiu trach
nhiém trudc Hiéu trué’qg, trude phap luat yé linh vuc, nh,iém‘vu dugc Hi¢u trudng
phan cong hodc ty quyén theo but phé. D61 voi nhitng van dé dac biét quan trong,
phtrc tap hodc nhay cam thi can xin y kién Hi¢u trudng trudc khi quyét dinh.

II. PHAN CONG NHIEM VU CU THE CUA HIEU TRUONG, PHO
HIEU TRUONG

1. Ong Poan Xuén Canh,

Hiéu truong, Phu trach cong viéc cu thé nhu sau:

- Chiu trach nhiém toan b vé cac hoat dong chung cua nha truong trude
Giam doc S¢ Giao duc va bBao tao thanh ph6 Da Nang; Chu tich Ho1 dong Truong;
Chu tich Ho1 dong Thi dua - Khen thudng (TD-KT); chu tri cac cudc hop co quan;

- Chiu trach nhiém vé cong tac d6i ndi, doi ngoai va phat ngdn cia nha
truong;

- Cong tac tai chinh; 1a chu tai khoan cia don vi;

- Cong tac t6 chirc can bo; phat trién doi ngll, truong, 16p; cong tac dao tao, boi
dudng vién chirc va nguoi lao dong;



- Cong tac day thém, hoc thém;
- Cong tac chuyén truong ctia hoc sinh di, dén;
- Quan 1i mot s6 hoat dong: T chirc can bd; ké hoach - tai chinh; cai cach
hanh chinh; thi dua khen thuong; phong chong tham nhiing; ddi ngoai; cong khai

trong nha trudng; cong tic kiém dinh chat luong gido duc; quan li van bang tét
nghiép THPT.

- Ky ban hanh cac van ban, ho so lién quan dén\ca’m bd, vién chirc, nguoi lao
dong, hoc sinh va cac loai h6 so khac thudc tham quyén quan 1y;

- Chi dao cong tac bao vé co quan; nhan xét, ki gidy va ky s6 hoc ba hoc sinh
cac lop 12, s6 theo doi va danh gié cac 16p 12;

-Veé cong tac Pang: Thuc hién theo Quy ché 1am viéc cua Chi uy Chi b0,
nhiém ky 2025-2030.

- Tryc tiép theo ddi, chi dao cac tf) chuyén mén: Sinh hoc-Cong ngh¢ néng
nghiép-Dia li, Hoa hoc, Giao duc thé chat-Giao duc quoc phong va An ninh. Tham
gia sinh hoat tai T6 Toan-Tin;

- Tham gia giang day du s tiét theo quy dinh 02 tiét/tuan.

2. Ong Trin Anh Tuin

Pho Hiéu truong, phu trach cong tac chuyén mon; cong tac bdi dudng hoc
sinh gioi; phu dao hoc sinh yéu; kiém tra hoat dong su pham nha gido; quan li day
thém, hoc thém va chiu trach nhiém trudc Hi¢u trudng va cap trén v€ cong viéc
dugc phan cong.

Nhiém vu cu thé duoc phan cong:

- Chiu trach nhiém chinh v€ cong tac quan li, chi dao cac hoat dong chuyén mon
day va hoc; cac cudc thi ctia hoc sinh, cua gido vién vé céac linh vuc chuyén mén thudc
linh vuc dugc phan cong quan i;

- T6 chure trién khai chuong trinh gido duc phd thong 2018 (ké hoach day
hoc, ké hoach gido duc, phan phéi chuong trinh, phan cong chuyén mén, thao giang,
du gio, bao cdo chuyén d¢, kiém tra, danh gia, 6n tap thi t6t nghiép THPT ...), phan
chia thoi khoa biéu;

- Truc tiép theo doi, chi dao cac t6 chuyén mon toan truong; theo ddi va chi dao
cac hoat dong chuyén mon viéc st dung thiét bi va dd dung day hoc;

- Cong tac bdi dudng, tap hudn, nang cao trinh d6 cho gido vién, cong tac nghién
ctru khoa hoc;

- To chirc trién khai cong tac thanh tra; kiém tra noi bo clia nha trudng;

- Chi dao, diéu hanh sinh hoat t6 chuyén mon; hoat dong chuyén dé cta cac
t6 chuyén mon; chi dao, theo doi viéc img dung CNTT trong hoat dong day va hoc;
cong tac giao vu; cong tac qudc phong - an ninh cho gido vién; cong tac kién tap,

thue tap su pham; viét va tmg dung sang kién; cudc thi khoa hoc k¥ thuét cap
truong, cap thanh phd;
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- Phu trach vé mit hoat dong chuyén mon cac phong hoc bo mon: Vat li, Hoa
hoc, Sinh hoc, phong thuc hanh Tin hoc va hoat dong cua Thu vién.

- Phutrach phﬁp mém thi t6t nghiép, quan li hd so s6 sach trén MS Teams,
ho so thi tuyén sinh, ho so thi t6t nghiép trén CSDL nganh va t6 chire kiém tra, gilra
ky, cudi hoc ky tap trung; CSDL nganh GDDT.

- Cong tc thi tuyén sinh 16p 10, thi tot nghiép THPT va quéan ly chat luong
va cac cudc thi khac lién quan dén chuyén mén;

- Tham muu quén li phan mém CSDL nganh GDDT cac linh vuce thuge vé cong
tac chuyén mon nhu 16p hgc, phan cong chuyen mon, thoi khoa biéu, so diém, hoc ba
(ban s6 va gidy); bao cao dau ndm va cudi ndm hoc;

- Phu trach diéu hanh trang Thong tin dién tir va hé théng danh gia chuan
giao vién TEMIS cua truong.

- Nhan xét, ki gidy va ky sb hoc ba hoc sinh cac 16p 10, so theo ddi va dénh gia
cac 16p 10 va kiém tra SO ghi dau bai cac 16p ca chiéu;

- Truc va xu 1y cong viéc hang ngay theo phan cong cua Hiéu truong;

- Puoc ky cac van ban thudc linh vuc phan cong va ky cac van ban khac khi
coO su uy quyén cua Hiu trudng;

- V& cong tac Pang: Thuc hién theo Quy ché 1am viéc cua Cap ty chi b,
nhiém ky 2025-2030.

- Truc tiép theo doi, chi dao céc to chuyén moén: Toan-Tin, Vat li-Cong nghé
Cong nghiép va T6 Ngoai ngit. Tham gia sinh hoat tai T6 Toan-Tin;

- Thyc hién luu trit hd so cong viée theo quy dinh; bao céo két qua va ké
hoach cong tac thang dén (vao ngay 28), bao céo so két cong tac chuyén mon va
bao cdo tong két cuoi nam cac linh vuc cong tac duge phan cong;

- Tham gia giang day du sd tiét theo quy dinh (04 tiét/tuan);

- Thuc hién cac nhi€ém vu khac khi ¢6 sy phan cong cua Hi¢u trudng.

3. Ba Dinh Thij Ngoc Lan

Phé Hiéu trudng, phu trach co sé vat chét, hoat dong gido duc ngoai giod 1€n
16p, gido duc trai nghiém, hudng nghiép va chiu trach nhiém trude Hiu truong va
cap trén ve cong viéc dugc phan cong.

Nhiém vu cu thé duoc phan cong:

- Pho Chu tich Ho1 déng thi dua va khen thuong; tham muu t6 chirc thyc hién,
quan li, theo doi cac hoat dong thi dua cia nha truong;

- Céac nhiém vu cong tac gido duc chinh tri va cong tac hoc sinh;

- Quan li, chi dao viéc img dung cong nghé thong tin trong quan li, day - hoc;

viéc van hanh cac hé thong cong nghé thong tin, h¢ thong co s& dit liéu cia nha truong
thudc nganh gido duc thudc cac linh vuc vé co sd vat chat.
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- Phu trach vé co s& vat chét, cac hoat dong ngoai gio 1én 16p, gido duc huong
nghiép va céc linh vuc cong tac theo quy dinh tai danh muc hd so céng viéc nim
2025;

- Quan li mot s6 hoat dong: Gido duc ngoai gio 1én 16p; hoat dong cam trai;
thoat dong thé thao trong hoc sinh; trat tu ki luat hoc sinh; thuc hién Chi thi 24;
cong tac chu nhiém 16p; van thu luu trit; vé sinh an toan thuc phim, y té truong
hoc; Hoi thao GDQP-AN cho hoc sinh; hoat dong giao duc trai nghiém, hudng
nghiép, gido duc dia phwong 3 khéi; sinh hoat chao ¢ ddu tudn va né nép, thi dua
hoc sinh;

- Phu trach Poan TNCS HO Chi Minh nha truong;

- Quan 1y Ban trt ty né nép; quan 1i va kiém tra né nép gido vién, hoc sinh ca
sang; theo doi vang nghi cia vién chure, nguoi lao dong & cac budi sinh hoat dudi co,
cac budi ¢, sinh hoat dau gio cua giao vién chi nhiém, cac hoat dong gido duc ngoai
gi0 én 16p;

- Phu trach cong tac y té truong hoc, v€ sinh mai truong, truong hoc an toan;
cong tac phong chong lut bao, phong chay, chira chay va giam nhe thién tai; cong tac
tuyén truyen, pho bi€n, gidao duc phap luit;

- Chu tich Hoi Chit thap do nha truong; phu trach Cong tac chit thap do, nhan
dao, tir thién, cong tac xa hoi, theo doi hoc sinh bd hoc; cong tac Ban dai di¢n Cha me
hoc sinh;

- Tham gia Ban kiém tra noi bd; Hoi déng ki luat;

- Phé thudng truc: Hoi dong tuyén sinh vao 16p 10; Ban chi dao phong chdng
lut bao, thién tai;

- Quan i, kiém tra cong tic cht nhiém 16p; chi dao, to chiic cac hoat dong gido
duc ngoai gio 1én 16p, gido duc hudng nghiép, gido duc trai nghi€ém; co quan van hoa;

- Quan hé véi cac to chie ¢6 yéu t6 nude ngoai va cong tac du hoc;

- Chi dao cong tac van phong, bao vé co quan; cac cau lac by trong truong;

- Quan li co s& vat chat trong nha trudng, kiém ké tai san trong nha truong;

- Cong tac danh gia tiéu chudn Hiéu trudng, phd hiu truong va danh gia xép loai
chuan nghé nghiép gido vién; cong tac ké khai tai san cudi nam.

- Nhan xe:[, ki g1ayv vaky §o hoc ba hoc sinh cac lop 11, s6 theo doi va danh gia
cac 16p 11 va kiém tra SO ghi dau bai céac 16p ca sang;

- Truc va xur Iy cong viéc hang ngay theo phan cong cua Hiéu truong;

- Ky cac van ban thudc linh vire phan cong va ky cac van ban khac khi co sy
uy quyén cua Hi€u trudng;

- Vé cong tac Dang: Thubng truc thuc hién viéc Hoc tap va lam theo tu
tudng, dao duc, phong cach H6 Chi Minh;

- Truc tiép theo ddi, chi dao cac to chuyén mén: Lich st-Giao duc kinh té va
phép luat, Ngit van va T6 Van phong. Tham gia sinh hoat tai T6 Lich str-Gido duc
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kinh t& va phap luat. Chi dao thuc hién cong tac tu van tdm Iy hoc dudng, cong tac
quan sinh (giam thi).

- Tham gia giang day du s tiét theo quy dinh (04 tiét/tuin);

- Thyc hién luu trix hd so cong viéc theo quy dinh; bao cdo két qua va ké
hoach cong tac thang dén vao ngay 28, bao cao so két cong tac chuyén mon va bao
cao tong két cudi nam cac linh vuc cong tdc dugc phan cong;

- Thyc hién cac nhi¢m vu khéc khi c6 sy phan cong ctia Hi¢u truong.

Trén day 1a phan cong nhiém vu cta Hiu truong, Pho Hi¢u truong Truong
THPT Thanh Khé trong nam hoc 2025-2026. Trong qua trinh thuc hién, néu can

phai d1e\u chinh thi hiéu truong, cac pho hiéu truong sé hop, théng nhat va co quyét
dinh di€u chinh phan cong nhiém vu./.
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