UBND HUYEN GIA LAM CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG GIAO DUC VA DAO TAO Doc 1ap - Tu do - Hanh phuc
S6: 38 /TB-GDDT Gia Lam, ngay 06 thang 8 nam 2024
THONG BAO

Phan cong nhiém vu can b9, cong chirc Phong Giao duc va Dao tao
huyén Gia Lam

Can ctr Quyét dinh s6 10/2022/QD-UBND ngay 25 thang 11 nam 2022 cua
UBND huyén Gia Lam Quy dinh chtrc ning, nhiém vy, quyén han va co cdu to
chutc cia Phong Gido duc va PBao tao huyén Gia Lam,;

Can cu trinh do, nang luc va sb luong doi ngli can b, cong chirc hién co;

Truéng phong Gido duc va Pao tao huyén Gia Lam phéan cong nhiém vu doi
v6i can bg, cong chirc nhu sau:

|. BAN LANH PAO

1. Pong chi Phung Thi Hoai Hwong — Truéng phong

- Phu trach va chi dao chung; chiu trach nhiém trudc Phap luat va UBND
huyén vé hoat dong cua Phong Gido duc va Pao tao huyén.

- Phu trach cong tac to chirc can bo, boi dudng, dao tao doi ngili; cong tac tai
chinh; thi dua - khen thudng, ky ludt; co s& vat chat, trang thiét bi; xay dung trudng
chuan quéc gia.

- Phu trach cng tac cai cach hanh chinh, chuyén doi sd, van phong tong hop,
cbng tac xa hoi hoa giao duc.

- Phu trach Gido duc Mam non; Y té trudng hoc.

- Tham gia cac Ban chi dao theo su phan cong ctia Huyén uy, cac hoat dong
cua Huyén uy, HDND, UBND, S¢ Gido duc va Pao tao Ha Noi.

2. Pong chi Lé Thi Thuy Hong — Phé Truong phong

Glup viéc dong chi Truong phong va chiu trach nhiém toan dién trudc Phap
luat va dong chi Truong phong dbi véi cac linh vuc sau:

- Phu trach toan dién cAp THCS.

- Phu trach cong tac thi va kiém dinh chat luong, tuyén sinh dau cap.

- Phu trach cong tac phdi hop véi cac don vi lién quan trién khai cac nhiém
vu lién quan dén: cong tac cong doan; cac phong trao thi dua ctia nganh; hoat dong
vin hoa, vin nghé, hoi thi, hoi dién, lién hoan nghé thuat; cong tac tir thién, nhan
dao, cong tac xa hoi; vi su tién bo ctia phu nir, hoat dong cua Hoi Cyu gido chuec...

- Phuy trach trién khai thuc hién: Cac hoat dong gido duc tu chon, ngoai kho4,
bd trg trong nha truong; céng tac day thém, hoc thém trong va ngoai nha truong;
Trung tdm ngoai ngir; D& an “Nang cao chat luong gido duc va dao tao huyén Gia
Lam giai doan 2021- 2026, dinh huéng dén nam 2030”.



- Truec tiép chi dao, thuc hién: cong tac chinh tri tw tuong, cong tac phap ché;
quy ché dan chu; thanh tra, kiém tra, giai quyét khiéu nai, t6 cdo; phong chong tham
nhiing cua co quan Phong Gido duc va Pao tao huyén va toan nganh.

- Tham gia mot s6 BCD ctia Huyén theo su phan cong ctia Trudng phong.

- Thye hién nhiém vy, ky cac van ban khi duoc dong chi Truong phong phan
cong, uy quyeén. Trong qua trinh giai quyet cong viéc néu vuot qua tham quyén phai
bao c4o xin ¥ kién chi dao truc tiép cuia ddng chi Trudng phong.

- Lam Tb trudng to6 Cong doan.

3. Pong chi Nguyén Hai Quan — Phé Truéng phong

Gilp viée ddng chi Trudng phong va chiu trach nhiém toan dién trudc Phéap
luat va dong chi Tru’orng phong ddi véi cac linh vyc sau:

- Phu trach cép Tiéu hoc.

- Phu trach chi dao, trién khai thyc hién cong tac: Phé cap gido duc, Gido duc
thuong xuyén, khuyén hoc, khuyén tai, cong tac xa hoi hoc tap, cac trung tdm hoc
tap cong dong.

- Phu trach cbng tdc Poan - Poi, TDTT; cong tac phong chéng tai nan
thuwong tich, an toan truong hoc; cong tac an ninh, quc phong, an toan giao théng.

- Tham muu chi dao, trién khai thuc hién cong tac: CCHC, ISO, chuyén doi
s6, CNTT; cong tac md hinh truong, 16p cung tmg dich vu chit luong cao.

- Tham muu chi dao cong tac boi dudng doi tuyén hoc sinh gidi cia huyén
moén KHTN (phan mén Vat Ly).

- Tryc tiép chi dao thuc hién céc linh vuc: sang kién kinh nghiém, do dung
day hoc, cong tac thu vién, cac tiéu chi xay dung NTM cua nganh.

- Tham gia mot s6 BCD cta Huyén theo su phan cong ctua Truong phong
thudc cac linh vuc: PCGD, NTM, ANTT-ATGT, BCb 197, BCb 138, phong
chéng MT-HIV-AIDS, phong chéng TNTT, hoat dong he.

- Thyc hién nhiém vu, ky cac van ban khi dugc dong chi Truong phong phén
cong, uy quyen Trong qué trinh g1a1 quyet cong vi¢c néu vuot qua tham quyén phai
béo cdo xin ¥ kién chi dao truc tiép ctua dong chi Trudng phong.

Il. CAC TO CHUYEN MON

1. T6 Trung hoc co sé (THCS)

* Pong chi Nguyén Thi Phwong — Chuyén vién

- Tham muu cong tac tai chinh cua t6 THCS; cong tac giao duc, boi dudng
d6i ngii cAp THCS; cong tac kiém dinh chat lugng, co so vat chat, trang thiét bi,

mang ludi truong hoc, xay dung truong chuan quéc gia; cong tac kiém tra, thi dua
khen thuong cap THCS.

- Truc tiép tham muu, chi dao, trién khai thuc hién céc m@n: Ngit van, Lich
st va bia Iy, GDCD, Gi4o duc dia phuong, cong tac chi nhiém cap THCS.

- Tham muu cong tac phap ché; cong tac kiém tra ctia toan nganh.

- Lam tha quy co quan, thu ky cac cudc hop chuyén mén ctia Phong va cia
nganh.



* Pong chi Tran Thi Piép — Chuyén vién

- Tham muu trién khai thyc hién cég nhiém vu lién quan dén khdi THCS:
mon Ngoai ngir; hoat dong trai nghiém, bo trg, tu chon, hudng qnghiép; cong tac
PCGD, SKKN; gido duc phap luat, gido duc dao duc; cong tac tuyén sinh 16p 6.

- Tham muu trién khai thuc hién cac nhiém vu dbi véi mén Nghé thuat cép
TH va THCS.

- Tham muu t{ién khai cong tac Cong doan, cac hoat dong phong trao
VHVN, hdi thi, hoi dién ctia co quan Phong Gido duc va Pao tao va toan nganh.

- Tham muu, tong hop x4y dung bao céo thuong ky hang thang, quy, nim
cua Phong va toan nganh.

* Pong chi Pham Céng Manh — Chuyén vién

- Phy trach cac moén KHTN cp THCS.

- Tham muu t6 chuc xet t6t nghiép 16p 9, tuyén sinh vao 16p 10, hd so quy
ché thi; quan 1y, cap phat van bang, ching chi.

’ - H tro thuc hién cong tac CCH~C, I1SO, chuyén ‘déi $0, cépg nghé thong tin
cap THCS, cua Phong va toan nganh; ho trg quan 1y, dieu hanh Cong thong tin dién
tor cua Nganh GD&DT huyén.

* Dong chi Nguyén Thi Khdnh Linh — Chuyén vién

- Tham muu trién khai thuc hién nhiém vu ddi véi cac mén Toan, mén Tin,
mon Cong nghé cap THCS.

- Tham muu thyc hién céc nhiém vy lién quan dén CCHC, ISO, chuyén doi
s0, cong nghé¢ thong tin cua td6 THCS; quan ly, di€u hanh Cong thong tin dién tir cua
nganh GD&DT huyén.

- Tham muu cong tac tuyén sinh Cao dang, Pai hoc; hd tro cong tac xét tot
nghiép 16p 9, tuyén sinh vao 16p 10.

2. To Tiéu hoc (TH)

* Péong chi Vii Thé Soan — Chuyén vién

- Tham muu trién khai thuc hién cac nhiém vu thude khdi Tiéu hoc: cong tac
gido dyc, boi dudng doi ngili; cdng tac thong ke, bo céo; cong tac tuyen sinh; cong
tdc CCHC, chuyén doi so, ISO, cong nghé thong tin; cong tac kiém tra cap TH.

- Tham muu Cﬁng tac kiém dinh chat luong, xay dung truong chuan quc gia;
co s vat chat, trang thiét bi day hoc, mang ludi truong hoc va toan nganh.

- Tham muu trién khai thuc hién nhiém vu cac mon: Toan, Tin, TNXH, Céng
ngh¢, Lich str va bPia 1y, Khoa hoc cap TH.

- Phéi hop tham muu thuc hién nhiém vu théng ké, ké hoach cua nganh.

* Pong chi Nguyén Thanh Hién — Chuyén vién

- Tham muu cong tac tai chinh cua t6 Tiéu hoc;

- Tham muu trién khai thuc hién nhiém vu cac mon; Tiéng Viét, Dgo duc,
Ngoai nglt, Hoat dong gido duc ngoai gio 1€n 16p, hoat dong trdi nghiém, bo tro, tu
chon cap TH;

- Tham muu trién khai thyc hién cong tac thi dua khen thuéng cip TH.



~ - Tham muu cong tac xa hoi hoc tap, trung tdm hoc tap cong ddng, cong tac

tu van hoc sinh; cong tac PCGD cap TH va toan nganh;

- Thuong truc cong tac Khuyén hoc.

* B/c Nguyén Viét Thanh — Chuyén vién

- Tham muu Trudng phong vé cdng tac t chirc can bo, cong tac bodi dudng
d6i ngii ciia phong va toan nganh.

- Tham muu trién khai thuc hién cac nhiém vu moén GDTC; cong tac thu
vién, do dung day hoc, SKKN cap TH va toan nganh.

- Phu trach phong trao TDTT, cac hoat dong Poan - Doi - Hoi, phong chong
t€ nan XH, tai nan thuong tich, an toan truong hoc, an toan giao théng toan nganh.

3. T6 Mam non (MN)

* Pong chi P6 Diém Huyén — Chuyén vién

- Tham muu cong tac tai chinh ctuia t6 Mam non;

- Tham muu trién khai cac nhiém vu: gido duc, boi dudng cép Mam non;

- Tham muu cdng tac chuyé;n an cac linh vuc cham soc gido duc‘; hd so, qui
ché; cac hoat dong chuyén mon cap Mam non; cac truong, nhom, 16p mam non dan
lap, tu thuc.

- Tharr} muu trién khai thuc hién hoat dong bo tro, tu chon, hoat dong ngoai
gi0 1én 16p cap Mam non;

- Tham muu cong tac kiém tra, giai quyet don thu, tha tuc hanh chinh,
chuyén doi sb, ISO, cong nghé thong tin cap Mam non.

* Péong chi P6 Thi Hong Phuong - Chuyén vién

- Tham muu trién khai thuc hién cong tac thi dua khen thuéng cip Mam non
va toan nganh.

, - Tham muu trién khai thyc hién cdng tac chdm so6c nudi dudng; cong tac y
t€, vé sinh an toan thyc pham, cham soc bao v¢ tré em, chong suy dinh dudng cap
Mam non; cong tac tuyén sinh cap Mam non.

- Phu trach cong tac théng ké, bao cao, PCGD, SKKN cép Mam non.

- Tham muu trién khai thue hién cdng tac Chir thap do, y té toan nganh.

- Tham muu cong tac kiém dinh chét lu’qu, co §(’)’ V@t chit, trang thiét bi,
mang ludi truong hoc, xay dung truong chuan quoc gia cap Mam non.

4.T6 Vian phong

* Pong chi Lé Thi Thu Ha — Chuyén vién

- Biéq hanh ¢6ng tac van phong; tham muu trién khai thyc hién chwong trinh
muc tiéu quoc gia.

- Tham muu thue hién cong tc tai chinh, ké toan; cOng tac bao hiém x4 hoi,
bao hiém than th¢; cong tac phong chong tham nhiing, 1ang phi...

- Phu trach c6ng tac van thu, luu trit, ndi vu co quan.

* Pong chi Chu Thi Ngoc Yén — Chuyén vién

- Hd tro tham muu thyc hién cong tac vin thu, luu trit, ndi vu co quan.



I11. PHAN CONG PHU TRACH PIA BAN:

1. Cum Song Hong:

- Phu trach: Dong chi Phung Thi Hoai Huong — Truéng phong

- Thanh vién: Péng chi Lé Thi Thu Ha (TT Trau Quy); déng chi Vii Thé
Soan (xa Kiéu Ky, xa Da Ton); dong chi Pham Cong Manh (xa Bat Trang, xa Dong
Du); dong chi Tran Thi DPi€p (xa Kim Lan, xa Van Duc).

2. Cum Nam Pudng:

- Phu trach: Dong chi Lé Thi Thuy Hong — Pho Truéng phong (xd Ding X4)

- Thanh vién: Pong chi Nguyén Thi Phuong (xa L¢ Chi, x3 Kim Son); dong
chi b6 Thi Hong Phuong (xa Phu Thi, xa Duong X4); dong chi Nguyen Thi Khanh
Linh (xa Duong Quang, xa Co Bi)

3. Cum Bic Pudng:

- Phy trach: Pong chi Nguyén Hai Quan — Phé Truéng phong (TT Yén Vién)

- Thanh vién: Dong chi Nguyén Viét Thanh (xd Ninh Hiép, xa Yén Vién);
dong chi Do Diém Huyén (xa Duong Ha, xa Dinh Xuyén), déng chi Nguyén Thanh
Hién (xa Phu Dong, xa Trung Mau).

~ *Nhiém vy cic déong chi phu trach dia ban: Phoi hop vdi UBND cac x4, thi
tran nam bat tinh hinh hoat dong cua cac nha truong trén dia ban minh phu trach;
tham muu chi dao, gidi quyét kip thoi cac vu viée xay ra.

Trén day la phan cong nhiém vu cong tac géi v6i can bo, cong chire co quan
Phong Gido duc va Dao tao huyén Gia Lam ké tur ngay 06/8/2024. Yéu cau cac
dong chi nghiém tuc thyuc hién.

Ngoai cac nhiém vu dugc phan cong trén, trong truong hop can thiét, Truong
phong c6 thé phan cong can by, chuyén vién thudc Phong thuc hién cac nhiém vu
khac khdng thudc linh vuc phu trach./.—=

Noi nhin: i TRUONG PHONG
- S6 GD&DT Ha Nbi (dé bao céo);

- UBND huyén Gia Lam (dé bao c4o);
- Céc don vi lién quan (dé phéi hop);

" 2\
- Can b9, cong chirc co quan (dé thuc hién); PHONG GIAD ,.L‘:\
- Cac truong hoc trén dia ban huyén; Vi B0 TAO- /)
- Luu: VP. _ :
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