UBND QUAN BA BiNH CONG HOA XA HOI CHU NGHIA VIET NAM

PHONG GIAO DUC VA PAO TAO Djc 1ap - Tw do - Hanh phic
S6: 264/QD-PGDDT Ba Dinh, ngay 01 thang 8 ndm 2024
QUYET PINH

Phan cong nhiém vu ddi véi linh dao va chuyén vién
Phong Giao duc va Dao tao nam hoc 2024-2025

TRUONG PHONG GIAO DUC VA PAO TAO QUAN BA PiNH

Can cir Nghi dinh so 127/2018/ND-CP ngay 21/09/2018 ciia Chinh phii vé
trach nhiém qudn Iy nha nwée vé gido duc; Thong tw sé 12/2020/TT-BGDPT ngay
22/5/2020 cua Bo Gido duc va Pao tao (GDPT) huong dén vé chirc nang, nhiém
vu, quyén han ciia So GDDT thuéc UBND thanh phé truc thude trung wong, Phong
GDPT thuéc UBND quan, huyén, thi xa, thanh phé thuoc tinh, thanh phé' thuoc
thanh phé truc thudéc trung wong; Quyét dinh so 07/2023/0D-UBND ngay
21/8/2023 ciia UBND qudn Ba Pinh quy dinh chitc ndng, nhiém vu, quyén han va
co cdu t6 chire ciia Phong GDPT:

Xét khd ndng cdn bé va yéu cau cong tdc,
QUYET PINH:

Pi¢u 1. Nguyén tic phan cong nhiém vu d6i véi lanh dao va chuyén vién
Phong Giao duc va Dao tao

1. Truong phong GDDT chiu trach nhiém trudc Quan uy-HDND-UBND quan
va S& GDPT trong viéc thyc hién chirc ning quan 1y nha nudc vé cong tic GDPT
trén dia ban. Truéng phong chiu trach nhiém chi dao, diéu hanh toan dién cong viéc
ciia Phong GDDT; diéu phdi cong viée cta cac Pho Trudong phong, cac chuyén vién
cua Phong GDDT dam bao hoat dong hi¢u qua;

2. Ngoai nhitng cong viée truc tiép chi dao theo linh vuc, Trudng phong phan
cong cac Pho Truong phong theo ddi, chi dao, xir Iy mot s6 cong viée thudc tham
quyén cuia Truong phong. Trong truong hop can thiét hodc vi tinh chat quan trong, cAp
bach cua cong viéc, Truong phong truc tiép chi dao cac Pho Trudng phong va cac
chuyén vién ctua Phong GDPT giai quyét cong viée thudc linh vuc phu trach cta cac
Pho Trudng phong;

3. Phan cong nhiém vu cia Trudng phong va Pho Trudng phong c6 thé thay doi
tuy theo tinh hinh cong viéc, nhiém vu chinh tri cia Phong GDDPT, do Trudéng phong
quyét dinh. Khi Trudng phong vang mit, xét thdy can thiét, Truong phong iy quyén
mdt Phé Truong phong lam nhiém vu phu trach diéu hanh cac hoat dong chung ciia
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Phong GDDT. Khi Pho Truéng phong vang mit, Trudng phong truc tiép giai quyét
hodc uy quyén cho Pho Trudng phong khac giai quyét cong viéc da phan cong cho Pho
Trudng phong vang mit. Nguoi duoc iy quyén phai chiu trach nhiém vé cac ndi dung
xt 1y, giai quyét cong viéc ciia minh trude Truong phong va trude phap luat;

4. Truong phong va cac Pho Trudng phong 1am viée theo nguyén tic tip trung
dan chu, ca nhan phuy trach va thyuc hién ché do mot thu trudng.

5. Chuyén vién Phong GDDT c6 nhiém vy tham muu, gitip viéc Trudng phong
va cac Phé Trudng phong phu trach; chiu trach nhiém trude lanh dao phong va cip
trén vé nhitng nhiém vu duge phan cong; thuong xuyén bao cdo vé ké hoach, bién
phap thuc hién, két qua hoat dong va nhi€ém vu cong tdc dugc phan cong. Tich cuc
tham muu, dé xuat véi lanh dao Phong vé nhitng cong viéc clia co quan va nganh dé
nang cao hiéu suat cong viéc va hiéu qua cong tac; co tinh than trach nhiém cao, y
thire hop tac, giup d& nhau trong cong viéc cia to, clia co quan va cta nganh. T6
trudng cac t6 Mam non, Tiéu hoc va THCS c¢6 nhiém vu xay dung ké hoach hoat dong
cta t6; trién khai, diéu phdi, to chirc, theo ddi va dén ddc viéc thyc hién céc hoat
dong chuyén mon cua to; cung dong chi Phé Trudng phong phu trach to chirc cac
cudc hop t6 dinh ky dé trao doi, thao luan vé cac van dé chuyén mon, dé xuat danh
gia, xép loai to vién, hiéu truong cip hoc phu trach hang thang; xay dung t6 doan
két, nang dong, sang tao.

Piéu 2. Trach nhiém va quyén han ciia cac Phé Truéng phong trong pham
vi cong viéc dwgc phan cong

Céc Pho Truong phong chiu trach nhiém trudc Trudng phong va trude phap
luat vé quyét dinh cia minh. Trong pham vi linh vuc, nhi¢ém vu dugc phan cong,
Ph6 Trudng phong co trach nhiém va quyén han nhu sau:

1. Chi dao, giai quyét va kiém tra, don doc thuc hién cac chuong trinh, ké
hoach, chién luoc phat trién ctia Nganh theo chirc ning, nhiém vu duoc phan cong.
DPdi v6i cac van dé 16n, quan trong, nhay cam, nhirng linh vuc cong tac hoac nhirng
cong viée do Trudng phong truc tiép chi dao, Pho Trudng phong bao céo, xin y kién
ctia Trudong phong trude va sau khi giai quyét;

2. Chi dao, kiém tra, don ddc cac chuyén vién, don vi phu trach xay dung va
td chirc thuc hién cac chuong trinh, ké hoach, nhiém vu cong tac dugc giao; téng
hop tinh hinh, két qua thyc hién nhiém vu duoc phan cong bao cio Trudng phong;

3. Pho Truong phong chiu trach nhiém trudc Trudng phong va trude phap luat
khi c6 nhitng khuyét diém vé quan 1y, vi pham céc quy dinh, vi pham phap luat hoic
giai quyét cac cong viée cham tré tai cac don vi dugc phan cong phu trach;

4. Phé Truong phong co trach nhiém dé xuat véi Truong phong cac chi
treong, phuong thirc giai quyét nhiam tang cuong hiéu qua quan Iy cia Phong GDDT
d6i véi cac linh vuc cong tac duoc phan cong; bao cdo Trudng phong trude khi ky
cac van ban, quyét dinh cac van dé méi, quan trong, nhay cam cua Nganh nhu cong
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tac thi dua-khen thudng, to chiic can b, thi va tuyén sinh, cac két luan thanh tra,
kiém tra; chép thuan cac du an dau tu xay dung co ban; cac dé an, dy 4n cua Nganh;
hoat dong lién két cua cac truong; cac co ché chinh sach do Phong GDDT tham
muu, cac van ban trinh cac co quan quan 1y cp trén.

5. Trong pham vi giai quyét cong viéc ¢ lién quan dén nhiém vu do Phoé
Trudng phong khac phu trach, cac Pho Truong phong chi dong phdi hop giai quyét,
néu cé y kién khong thdng nhat can cé trach nhiém bao cao Truong phong xem xét,
quyét dinh.

Piéu 3. Phin cong nhiém vu cu thé ddi véi Truweéng phong, Phé Truéng
phong va chuyén vién Phong Giao duc va Dao tao

1. Truwéng phong Lé Pirc Thuan

- Chiu trach nhiém toan dién trude Quan ty-HDND-UBND quén va S6 GDDT veé
két qua cong tac ciia Nganh va Co quan Phong GDPT; Lanh dao, quan 1y toan dién cac
mit cong tac ciia Phong GDPT duge quy dinh tai Quyét dinh cia UBND quén vé quy
dinh chtrc ndng, nhiém vy, quyén han va co céu to chiic cia Phong GDDT;

- Truc tiép chi dao, diéu hanh hoat dong co quan va céc linh vuc cong tac: Ké
hoach-Tai chinh; TCCB; Quy hoach mang ludi truong 16p, ké hoach, chién luoc
phat trién cua Nganh; Thanh-kiém tra, tiép cong dan, giai quyét khiéu nai, to cdo,
phong chéng tham nhiing, ti€éu cuc, thuc hanh tiét kiém, chéng lang phi; CNTT,
truyén thong va chuyén doi s6; Tuyén sinh dau cip; Hoat dong cé yéu td nudc ngoai,
hop tac qudc té, day-hoc ngoai ngit.

- Thuc hién nhiém vu, quyén han khac do UBND quan phan cép, uy quyén;
tham gia cdc Ban Chi dao, Chuong trinh, Dé 4n cua quan.

2. Cac Pho Truong phong

2.1. Pho Truong phong Pham Thi Ngoc Lan

- Phu trach toan dién: Cép Tiéu hoc va Té Tiéu hoc.

- Phu trach chung: Ban tri va day hoc 2 buéi/ngéy; Hoc béng; boan-Do61; Thu
vién; SGK, tai li¢u, thiét bj, d6 dung day hoc; Ché d¢ chinh sich ciia can bo, gido
vién, tré em va hoc sinh; L& tan, hiu cin; PCGD-XMC; X4 hoi hoc tap, trung tam hoc
tap cong dong, don vi hoc tap, khuyén hoc; Hoat dong hé.

- Phu trach cong tac thi dua cac linh vuc: Giao duc Tiéu hoc; Gido duc thuong
xuyén; CSVC, kiém dinh chat luong gido duc va chuin qudc gia; Thanh tra.

2.2. Phé Truéng phong Nguyén Nhw Tiing

- Phu trach toan dién: Cap THCS va T6 THCS.

- Phu trach chung: Cong tac Pang, tuyén gido, dan van; Cong doan; Dao tao
- boi dudng; TCCB; Thi va tuyén sinh; Day thém-hoc thém (trong va ngoai nha
truong); Cong tac 197 va 138; Qudc phong - an ninh; Pao dtc nha gido, Gido duc
dao durc 16i sdng, k¥ ning sdng cho hoc sinh; Mén Toan cip THCS.
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- Phuy trach thi dua céc linh vyc: Gido duc THCS; Cong doan; Chinh tri tu tudng-
Khoa hoc cong nghé; Quan 1y thi.

2.3. Phé Trwong phong Tran Thi Thanh Tirng

- Phu trach toan dién: Cép Mam non va T6 Mam non.

- Phu trach ghun,g: Théng ké, ké hoach, bao céo; Chit thap do, tro giﬁP nguoi
nghéo; Mat tran t6 qudc; Bdo v€, cham soc, gido duc tré em, gido duc; chong suy
dinh dudng ¢ tré em; Phu nir; SKKN; "ljhi dua-khen thudng; Phég chg, phég luat,
ISO, thu tu9 va cé,i cach hanh Chil’]l’,l; Y t€, v¢ sinh, an toan thyc pham, bao hiém xa
hoi, bao hiém y t€, Hoc sinh khuyét tat; Mo61 truong; Van hoa van ngh¢ va TDTT;
Thuc tap su pham.

- l?hu trach thi dua cac Hnl} vuc: Thi dua-Khen thuong; Gido duc mam non;
Phép ch¢; Thu tuc hanh chinh; K& hoach-Tai chinh.

3. Cac chuyén vién phong

3.1. T6 Mam non

3.1.1. Péng chi Pao Thi Thu Hwong - Té truéng

- Phy trach chung: Thu quy; TCCB; Cong tac phu nir.

- Phu trach cép mam non: Cong tac gido duc; Pao tao - boi dudng; Hoi nghi,
hoi1 thao, }1@i thi, chuyén dé; SKKN; ISO; Phap ché, phap luat, thu tuc hanh chinh;
Thanh-kiém tra; Thuc tap su pham.

- Phu trach dia ban:

+ Céc truong cong 1ap: MG S6 8, MG S6 3, MN Tudi Hoa, MG S6 5, MN S6
7, MG Tuo6i Tho;

+ Cac truong, 16p ngoai cong 1ap trén dia ban cac phuong: Phic Xa, Ngoc
Khanh, Giang Vo6, Ngoc Ha, Nguyén Trung Truc.

3.1.2. Péng chi Nguyén Hii Ha

- Phu trach chung: PCGD-XMC; Giao duq khuyét tat; Ché do chinh sach can
b0, gido vién, nhan vién va tré em, hoc sinh (gom BHYT hoc sinh); Bao v€, cham
soc, gido duc tré em, gido duc chong suy dinh dudng ¢ tré em.

- !)hu trach cép mam non: Cong tac nug)i dudng; Tuyén sinh; Vqé sinh, an toan
thyc pham; Cong doan; Thu vién; CSVC, kiém dinh chat lugng, chuan quéc gia.

- Phu trach dia ban:

-,ir Céc truong cong lap: MG Mam non A, MN 1/6, MG S6 2, MN Hoa Mai,
MG S6 10, MG Chim non, MN Sao Mai;

+ Cac truong, 16p ngoai cépg lap trén dia ban cac phuong Dién Bién, Tric
Bach, Vinh Phuc, Kim Ma, o1 Can.
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3.1.3. Pong chi Nguyén Thi Vin Anh

- Phu trach chung: Thi dua; Y té, chir thap do, dan s6; V& sinh, méi truong, an
toan thuc phrflm; Pon vi hoc tap, xa hoi hoc tap, trung tdm hoc tap cong déng.

- Phu trach cép mam non: Tham quan ngoai khoa, nang khiéu; An ninh trat tu,
an toan truong hoc, PCCC; CSVC, tai liéu, thiét bi day hoc; CNTT va truyén thong;
Théng ké, bdo cao; Hoat dong he; Van nghé-TDTT;

- Phu trach dia ban:

+ Cac truong cong lap: MG Hoa Hong, MN Hoa Pao, MN S6 6, MG S6 9,
MN Hoa Huéng Duong, MN Hoa Mi, MN Thanh Cong;

+ Céc truong, 10p ngoai cong 1ap trén dia ban cac phuong Cong Vi, Lidu Giai,
Quan Thanh, Thanh Cong.

3.2. T6 Tiéu hoc

3.2.1. Pong chi Nguyén Lé Hang - Té truéng

- Phu trach chung: SGK, tai liu, thiét bj do dung day hoc.

- Phu trach cép tiéu hoc: Cac mon Tiéng Viét, Dao dtre, Lich str, K thuat, Thu
cong, Hoat dong ngoai khoa-trai nghi¢m; Thi dua; Thanh - kiém tra; Ké hoach, bao
cdo; Ban trt, day hoc 2 buéi/ngéy; Y té, vé sinh, an toan thuc phém; An ninh trat tu,
an toan truong hoc, PCCC; SKKN; Gido vién gioi, hoc sinh gidi; Théng ké céc s6
liéu doi ngii; Ché d6 chinh sach dbi vai can bo, gido vién, hoc sinh; Pao tao - boi
dudng; Thyuc tap su pham; Phap ché, phap luat; TCCB.

- Phu trach dia ban céac truong: TH Viét Nam-Cuba, TH Ba Dinh, TH Phan
Chu Trinh, TH Nghia Diing, TH Ngoc Ha, TH Van Phac, TH Ngoc Khanh, TH
Hoang Di¢u, TH Ha Noi, TH Vi¢t Nam Singapore, TH Vinschool Metropolis.

3.2.2. Péong chi Hong Ngoc Lién

- Phu trach chung: Poan-b6i; Cong doan; Hoc béng, khuyén hoc, curu tro;
CSVC, KDCLGD, chuéan qubc gia.

- Phu trach cép tiéu hoc: Cac mén Mén Toan, Ty nhién va x3 hdi, Khoa hoc,
Pia Iy, Cong nghé; CNTT va truyén théng; Thong ké; Bao cdo EMIS va EQMS; ISO,
thu tuc hanh chinh; Phd cap gido duc va x6a mu chir; Thi va tuyén sinh; Hoat dong
he; Bon vi hoc tap, xa hoi hoc tap, trung tam hoc tap cong déng; Vian ngh¢-TDTT;

- Phu trach dja ban cac truong: TH Nguyén Tri Phuong, TH Thu Lé, TH
Hoang Hoa Tham, TH Thyuc Nghiém KHGD, TH Kim Déng, TH Dai Yén, TH Thanh
Cong A, TH Thanh Cong B, TH Nguyén B4 Ngoc va TH Nguyén Trung Truc.



3.3. T6 THCS

3.3.1. Pong chi Nguyén Trin Thy Khanh - T6 truéng

- Phu trach chung: K& hoach, bao céo; Thi va tuyén sinh; Thanh-kiém tra;
Truyén thong; Cong tac Pang, tuyén gido, dan van (ddn chi, cong khai, doi thoai);
Phép ché, phép luat.

- Phu trach cép THCS: Cac moén Ngir van, Lich st - Pia ly, GDCD; Cac hoat
dong GDNGLL, gido duc dia phuong, trai nghiém, hudng nghi€p; Gido vién gioi;
Cong doan.

- Phy trach dia ban cac truong: THCS Giang Vo, THCS Nguyén Tri Phuong,
THCS Thdong Nhat.

3.3.2. Péng chi Vii Pinh Phwong

- Phu trach chung: Day thém - hoc thém (trong va ngoai nha truong); Day va
thi nghé pho thong; SKKN; Xay dung truong hoc hanh phiic; Vin hoa tmg xir va
dao duc nha giao.

- Phu trach cap THCS: Cac ndi dung Hoa hoc va Sinh hoc trong mén KHTN;
Hoc sinh gioi; Hoat dong ngoai khoa.

- Phu trach dia ban céc truong: THCS Phan Chu Trinh, THCS Mac Binh Chi,
THCS Phuc Xa.

3.3.3. Pong chi Tran Prrc Hii

- Phu trach chung: M¥ thuat, Am nhac, Vin nghé-TDTT; Céng tac 138 va
197; Hoat dong hé; Thong ké; Qudc phong - an ninh; An ninh trat ty, an toan trudng
hoc, PCCC; Mit tran tb quéc.

- Phu trach cap THCS: Xét, in, cap phat bang tot nghiép THCS; Théng ké;
Cap nhat dir liu, ho so thi sinh ty do THPT quéc gia; PCGD-XMC, Pon vi hoc tap,
xa hoi hoc tap, trung tdm hoc tap cong déng; CSVC, KPCLGD, chuin quéc gia; Y
té, vé sinh, an toan thuc phém.

- Phu trach dia ban céac truong: THCS Thiang Long, THCS Nguyén Trii, Phd
thong Nang khiéu TDTT.

3.3.4. Pong chi Nguyén Bich Ngoc

- Phu trach chung: Van thu, ISO, thu tuc hanh chinh, Mén Tin hoc, STEM;
Giit dau co quan; Pao tao-bdi dudng; CNTT va chuyén ddi s6; Thuc tip su pham;

- Phy trach cap THCS: Noi dung Vat 1y trong mon KHTN; TCCB; Thi dua;
Ché d6 chinh sach dbi v6i hoc sinh; SGK, tai liéu, thiét bi d6 dung day hoc; Quan
Iy diém.

- Phuy trach dia ban cac truong: THCS Thanh Cong, THCS Ba Dinh, THCS
Giang V0 2, Thyc Nghiém KHGD
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3.3.5. Péng chi Triwong Viét Phuwong

- Phu trach chung: Thu vién; Vao lich truc tuyén, dang ky lich, bao cao tuan;
Quan 1y email cong vu; Hoc sinh chuyén di, chuyén dén; Ngoai ngit, hop tac qudc
té; Gido duc dao duc, 161 song, k§ nang song hoc sinh; Ban tri va day hoc 02
budi/ngay.

- Phu trach cép THCS: M6n Cong nghé; Ché d6 chinh sach déi voi can bd,
gido vién, nhan vién.

- Phu trach dia ban cac truong: THCS Nguyén Cong Trir, THCS Hoang Hoa
Tham, Vin Metropolis.

3.3.6. Pong chi Vii Thi Huwong

Ké toan co quan; CSVC co quan va toan nganh; Ché d6 chinh sach, bao hiém
xa hoi - bao hiém y té, vian phong pham; Cong tac ké hoach-tai chinh; Cong tac hau
can trong cac hoat dong 16n ctia Nganh va 18 tan cuia co quan.

Picu 4. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky va thay thé cac
Quyét dinh trudc vé viée phan cong nhiém vu dbi véi lanh dao, chuyén vién Phong
GDDT. Trong qua trinh thyc hién, néu c6 su di€u chinh phan cong cong tac, Trudng
phong GDDT s& c6 quyét dinh thay thé dé dam bao phu hop véi tinh hinh thuc té.

Picu 5. Truong phong, cac Pho Truong phong, cac chuyén vién cua Phong
GDDT; céac tap thé va ca nhan lién quan chiu trach nhi€m thi hanh Quyét dinh nay./.

Noi nhan:

- Nhu Diéu 5;

- Sé GDDT Ha Noi;

- TT QU-TT HDND quén;

- Lanh dao UBND quén;

- Céc phong, ban, nganh lién quan thudc quén;
- Bang uy-UBND 14 phuong;

- Cac truong MN, TH, THCS trén dia ban quén;
- Luu: VT.
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