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KO HOOCH HOOT BUNG To VAN PHONG

Nam hic : 2021 - 2022

- Can cl vao phi0ng hi0ng, nhilm v0 nam hic 2021 - 2022 cla tri0ng THPT Hul nh Ngic
Hul.

- Can cl tinh hinh thOc t0 c0a nha tring, t0 Van phong xay diing kI holch holt ding nam hic
2021 - 2022.

A - KO HOO CH CHUNG
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I/ D0 C DIOM TINH HINH:

- TOng sO nhan vién: 7 ngO i

+Biénchl: -Vantho - ThO quO : 1 ngO0i.

-ThO viln : 1 ngd0i.
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+ HIp ding: - KO toan:

-Giao vl - CNTT :
-TOp vO :
-Y 10 :
-Blo vl :

1- Nha tr00ng:

1 ngdOi.

1 ngdOi.

1 ngdOi.

1 ngdOi.

1 ngdOi.
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*Thuln 0i:

P00c s quan tdm va chll dio cla lanh dlo nha tril0ng, sU phlihlp chitchl cla cactl chic
trong nha tri0ng da tlo didu kiln cho t0 thdc hiln t0t nhidm v

*Khé khan:

ClO sO vt chit phong lam vilc dy dO, til n nghi, khang trang, sUch ddp. ThO nhlng cac
khu v sinh c0a hic sinh xudng cOp trm trdng, cac thilt b0 trong nha vO sinh bl h0 hO ng nl ng,
mOt phln doy thOc sO ding kém, cac em thi 0 ng hay pha phach lam hing cac voi nic. Mic
du nha tri 0 ng da khi ¢ phi ¢ sl a chla nhing tinh trdng lam hD hOng vin x0y ra.

Khu v ¢ cla nha tri0ng qua ring, vin con tinh trdng hU ¢ sinh an qua vit hip ding th ¢ an, va
n00c ul ng dong chai dung xong vt khlp ni0 cac day ban culildp hic hay dl0ng dilén cOu
thang ... vi th0 nén cong tac v sinh mai tri0ng ctng gip khé khan nhitla vi vin d0 Xanh -

SO ch - BOp trong nha tr0 0 ng.
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2-Dlingd:

*Thuln 0i:

Cac thanh vién cla tl cé phim chUt chinh tr0, d0o dic t0t, chuyén mén nghil p vO va kinh
nghidm lam vil ¢ vl ng vang, cé tinh thi n trach nhidm, va doan kit, bilt phli hIp t0t trong mOi
cong vilc .

C6 tinh thOn hi ¢ t0p rén luyl n ndng cao nang I c, trinh a0 chuyén moén nghilp vO.

*Khé khan:

TOng thanh vién trong t0 10§ ph0i d0 m nhi n nhilu céng vil ¢ khac nhau, nén si hO tr0 10n nhau
trong céng vid ¢ vln con gl p nhil u khé khan.
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3-C0 s vitchOt:

*Thuln 0i:

CO sO vOt chit, trang thilt b0 ¢0 b0n ddy d0 dim bl o cho vioc hodt ding va lam villc
clatling bl phln trong t0.

*Khé khan:

Cac khu vl sinh c0a hic¢ sinh xullng cOp trdm tr0 ng, cac thidt bl trong nha vO sinh thI 0 ng
xuyén bl hi hOng, mitphin doy thic khi sl ding kém lam céc thilt bl nly hay b0 hD hOng.
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1/ PHAN CONG - NHIOM VO :

|

'HI VA TEN
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'NHIOM VO

'Lé Van Vui (TO trilng VP) |

'Tho viln

'Nguyln Dinh Philing Lan |

KD toan

\TrIn ThO HOng Khanh |

'Van thi - Thi qul
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'Nguyln Van An

|Gigo vl - KT -CNTT |

'HO ThO TuyOt

Y O

6 |

'Tri0ng Thi Anh

Top vO

' Tri0ng Binh Long

'BOo vl
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11/ NHIDM VO TROING TAM :

- ThO ¢ hiD n céng tac theo I0ch cla lanh d0o nha triIng, va ki holch clatl.

- Thic hiOn chd d0 bao céo, chuyln tliclp nhitthdng tin kKO p thdi, chinh xac.

- ThUc hiDnt0t cong tac I0u tr0, truyld n d0't thdng tin kO p thOi d0n [&nh d0o nha trd0ng, cling nhi
giao vién va hic sinh.
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- Thu thO'p théng tin t0 can b0, gido vién, hi ¢ sinh trong nha tri0ng kO p thdiva di xuOt viilanh
dio nhatriOng dd giliquyldt cong vilc nhanh chéng cé hillu qul cao nhit.

- ThUc hiOn t0t cong tac kJ toan, dim blo dly d0 ki p thdichl d0 chinh sach cho can bll, giao
vién, nhan vién va hi ¢ sinh.

- ThOc hiDn t0t cdng tac vO sinh mdi tri0ng, cham séc sl ¢ khl e ban dlu cho hi ¢ sinh .

- Hoan thanh cac loli h0 sO s sach theo quy dnh cla nha tring va SO GD -DT Qul ng Nam
chl dlo.

- TOt cD cac thanh vién trong t0 phlixay ding t0t kD holch c& nhan cla minh dla trén c sO kO
hoU ch cla nha trl0ng va phln dl u thi ¢ hiln dung theo kO holch da do ra.

12/119



Gili thilu vO TO Van Phong

ViOt b0i Administrator
Tho ba, 18 Thang 7 2017 09:15 - LOn cOp nhit cudi ThO sau, 08 Thang 12 2023 14:06

- C6 tac phong lam vil ¢ khoa hi ¢, chu d4o luén dim bl o tiln d0 céng vil ¢, cung phii hOp va
vui v khi x0 ly cong vilc .

IV/NHIOM VO CO THO:

1/ KO toan:

- Xay ding kO holch holt dIng ca nhéan trong tdng nam hic .

- ChOu trach nhiom trd0c Hilu trd0ng vO vilc I0p kO hoU ch thu, chi tai chinh trong nha tri0ng,
dim bl o dang chi dd, chinh sach ...

- Xay ding di toan can ddi kinh phi, [0p hO sO tai chinh ... bdo cdo quylt toan cac ngul n thu,
chi trong va ngoai ngan sach theo hing din cla céc clp c6 thd m quyl n.

13/119



Gili thilu vO TO Van Phong

ViOt b0i Administrator
Tho ba, 18 Thang 7 2017 09:15 - LOn cOp nhit cudi ThO sau, 08 Thang 12 2023 14:06

- C6 trach nhilm lam b0 ng I00ng hang thang cho can b, giao vién, va nhan vién.

- Hoan thanh cac loli hi s, sO sach theo quy di nh.

- Lam cac chl d0 cho cén bl, gido vién va nhan vién trong nha tri0ng kU p thOi .

- Tham mOu cho Hilu trd0ng v cbng tac tai chinh dlli vili qul hOc¢ phi va ngan sach, quylt toan
dung quy dinh va D u trD cac hD sO lién quan.

- Phi trach bao cao tai chinh, theo déi tai s n, tai chinh cla nha tri 0 ng.

2/Van thl - ThD qul:

14/119



Gili thilu vO TO Van Phong

ViOt b0i Administrator
Tho ba, 18 Thang 7 2017 09:15 - LOn cOp nhit cudi ThO sau, 08 Thang 12 2023 14:06

- Xay ding kO holch holt ding trong t0 ng nam hic .

- ThOc hiDn céng tac van thd - 10u tr0 cla triing dly di, khoa hi ¢ va dung theo quy dinh. DO
thO o, bao céo, céng van ... cla trilng theo yéu clu cla lanh dlo, clp nhit dly di céng van - di
din kOp thOi va trinh [anh d0o d0 c6 hiOng gilii quydt, chd dio thOc hiln .

- Chuln bl cac loli hO sO, tai litu phOc vO céng tac hii nghl, hdihOp ...

- Quinly sO cédng van di diln dung quy dinh cla nhaniic .

- Quln ly va sl ding con diu theo nghd dilnh 110/2004/ NDCP vO cbng tac van th.

- COp nhitdly do, chinh xac ki p thii thu - chi - t0n quO ti0n mOt vao sO qul
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- B4o cao thu - chi - tin qui tidn mOt khi cOn cho ch tai khol n, kO toan ...

- ThO ¢ hiln dung quy dinh v trach nhidm quln ly qud ti0n mOt

- Kil m tra sO til n trén phil u thu, phiu chi va nii dung ghi trén philu vOi chOng t0 gOc.

- Kil'm tra sO ti n chi, thu chinh x4¢c d0 nhip hol ¢ xult quO ti0n mOt.

- Thu, chi cac kholl n dung quy dl nh nhanh chéng, kO p thii, chinh xac ...
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3/ Thi vil n:

- Xay ding kO holch hot ding cla thd viln trong tdng nam hic .

- TiDp tOc bl sung sach di tang c0ng yéu clu vO sO 100ng, chitID0ng sach 0 kho sach cla thd
viln nha tri0ng .

- Lén danh mi ¢ sach va lam dU tru xin b0 sung sach tham khi o - dl ¢ thém theo kO hoUch hang
nam cla th0 viln .

- Lam t0t cong tac tuyén truyl n gili thil u sach, phii h0 p vii Doan tri0ng gili thil u sach qua loa
trong ch 0 ng trinh phat thanh thanh nién hay Facebook cla Boan trfilng ...

- PhiihOp vOiBoan tri0ng hOng Ong “ Ngay sach Vilt nam 21/4 ” hI ng nam .
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- Phic vO t0t cho giao vién va hi ¢ sinh trong cong tac bl n dic .

- X0 ly sach nhip kho kD p thii d0 phic vO bOndic.

- Tham mOu kO holch trang bl sach, bao, t0p chi dm bl o nhu cOu phic vl cho villc gilng ddy
cla giao vién va vilc dic sach cla hic sinh .

- B4o cao vl tinh hinh holt ddng cOa thd viln khi c6 yéu clu ( ndu co)

4/Y 10 hlcdiOng :

- Xay ding kO hoch holtding clay tl hic dilng trong tdng nam hic .
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- Tuyén truy0 n vill ¢ thO ¢ hil n phong chl ng di ch bl nh Covid 19 trong nha tri0 ng, deo khO u
trang, dung n0c sat khulnrlatay ...

- Tham mOu vOi Hilu tr00ng vO cbéng tac Y t0 hlc ding va “An toan hic dilng”.

- Nhilm v quOn ly va cham soc sO ¢ khile cho hi ¢ sinh trong nha triing .

- TO chOc kham s c khl'e dinh kO va phén loli sic khie cho hic sinh I0p 10 mOi vao, I0p kO
hoU ch trinh 1&nh d0 o nha tri0ng va ¢ kO hol ch thi ¢ hiln.

-Quinlyvaliu hD sO theo déi sl c khU'e cla hic sinh, phii hOp GVCN b&o céo tinh hinh sUc
khOe vO gia dinh PHHS dli vli hi ¢ sinh c6 sl ¢ khl e yOu.

- LOp dO tru mua, bl o qui n va cll p thul ¢ theo quy dl nh.
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- SO clu, clp clu ban diu, cham s6c sO ¢ khil e ban d0u cho HS, GV va NV, chuyl n bl nh nhén
dincO sO yt0 trong nhing trd0ng hip cOn thi0t.

- Kilm tra vO sinh I0p hO ¢ va cac khu vl ¢ trong nha tri 0 ng.

- Tuyén truylin, gido dic, t0 viin cac vin di lién quan din sOc khde cho hi ¢ sinh & CB.GV.NV
nha tri0ng va cha md hic sinh.

- VO n ding hUc sinh tham gia Bl o hidm y t0 b0t bulc.

- TO chO ¢ theo ddi thi ¢ hiln vO sinh hi'c d00ng, v sinh mGi trl 0 ng, phong chl ng di ch bl nh,
bInh t0t hic dilng, dim blo vO sinh an toan thd c phIm, phong chl ng tai n0 n thd 0 ng tich,
phong chilng HIV-AIDS, cac bl nh xa hii va thi ¢ hidn cac holt ding khac vO y t0 tri0ng hic,
phUihOp vOiban holt dl ng ngoai gil 1én I0p, t0 chlc di0i hinh thl c bao cao chuyén di, cac
vilc lam cU thD.
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-PhUihOpttcac cl sO yt0, cac din vD lién quan tlidia phO0ng, cac din vl, t0 chic, doan
thD trong nha tr00ng tril n khai thi ¢ hiln cac holt ding y t0 tr00ng hlc va cac holt ding y t0
khac xay dilng mdi tri0ng, tri0ng hic lanh mOnh, an toan.

- Bao cao kit qui céng tac y t0 tr00ng hic theo quy dnh hang thang, hiic kU, culi nam. (NOu
co).

5/ Gido vO - KT- CNTT:

- Xay ding kO hoUch holt ddng trong t0ng nam hic .

- Tham gia phan chia sip xOp I0p, nd0m sTs0 hic sinh, ddc biltla hUc sinh I0u ban, b0 hic cla
nam hic tri0c.
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- ThOc hiln xOp I0p hic¢ sinh theo didm chul n.

- Thong ké sO 100ng hic sinh thi d0 vao cac tri0ng dli hic, cao ding va THCN.

- Clp phéat céc lo0i hi s, sU sach lién quan dl n giao vién.

- ThOOng xuyén quin ly didn n00c, may vi tinh, &m thanh, bl o tri, bl o d00ng h0 thd ng trang
thilt b0 trong nha tring, chuldn bl cac thilt bl trinh chil u theo yéu clu cla t0 chuyén mén va
giao vién gilng dily .

- Tham m0Ou x&y d0ng kO hoOch chi0ng trinh, va nii dung 0ng ding, sO ding cong nghl thong
tin vao cac céng tac quin ly, gilng diy va hIc tlp .

- PhO trach cong nghll théng tin, kO thuOt mOng ndi b0, cac may vi tinh, cai dit sla chia hi
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th ng may tinh cDa nha triing .

- QuOn trl mOng va cac hi thl ng thdng tin, céng nghd trong nha tri0ng, cl p nhit thdng tin
trd0ng hic kOt ndi, hO thO ng Internet ... phic vO tt cac ti0t d0y hi c céng nghd théng tin ...

- Qubn ly trang Web va dl a théng tin Ién trang Web nhanh chéng kU p thli v cac hoUt dlng
chuyén mén cla nha tri0ng hay cac holt ding khac ...

- LOp kO hoOch blo dilng, blo tri h thOng dil n nO0c, may méc cla nha trl 0 ng.

6/ Tlp vO :

- Phii c6 ki hollch lam villc c0 a t0ng ngay trong tul n.
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- PhOc v@ nO0c ulng cho can b, gido vién, nhan vién va hi ¢ sinh trong nha tr0 0 ng hay mOi khi
co khach din lién hi cbng tac, lam vilc vOi nha trl0ng, va cac culc hp lanh dlo, hip hOi
ding, hay cac cullc hip khac do nha triing t0 chic ...

- Lam v sinh hIng ngay 0 céac phong lam vil ¢ cla lIanh di o, khu hanh chinh va cac khu v ¢
trong nha tri0ng: San tril ng, sau day 3 tdng, nha da nang, cac chan clu thang, nha vl sinh
giao vién, cing nhi cla hic sinh ...

- ChOu trach nhiom d00i sO gidm sét cla nhan vién y t0 hic diing vO vin dl vO sinh trong nha
tr0 0 ng ndi chung.

7/ B0o vl :

- BUo quln an toan tai sin, cl s vitchOtva cac cong trinh cla nha trl [ ng.
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- C6 trach nhidm déng m0 cla cac phong hi ¢, danh trlng vao I0p theo thii khéa bilu cl'a nha
tri0ng .

- PhiihOp vOi kD toan I0p s theo ddi cac tai sin hiln co (tai sOn trong phong hic, phong lam
vill ¢, phong chi ¢ nang, thing ké sO 100 ng tai sUn trong mOi phong) va ky giao nhin vii kO todn
va pho hilu tring cl s vitchOt.

- Nhi ng tai siin b0 mOt khéng ré ly do hol ¢ do thiD u tinh th0 n trdch nhidm c0a bl o vO thi phli
chOu blithO0Ong, th ¢ hiln cédng tac kil m tra, bdo cdo va di xultsla chia vl cl sO vitchit noi
chung.

-B0m blo an ninh trt t0 trong nha trl 0 ng, khi ¢6 d0u hilu mdt an ninh phii bao cao viilanh
dio nha tri0ng, ding thii lién hO viicl quan céng an dd kO p thoi x0 ly.

- PhUi hOp vOi Boan thanh nién, giao vién chll nhilm va pho hilu tri0ng ci sO vit chOt
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x0 ly nhi'ng hi ¢ sinh ¢é nhi ng hanh vi, vi philm vil ¢ pha phéach tai sin cla nha trl 0 ng.

- Phii hOp vOi cac t0 chlc trong nha tri0 ng tham gia c6ng tac giao dic hi ¢ sinh nhi : Doan
Thanh Nién, Y t0 hOc di0ng va GVCN céc I0p dl nOm b0t trao dlli théng tin kO p thOi khi cOn
thiDt va bao cao Ién lanh dl o nha tri0 ng.

- Khéng cho nhi ng hi ¢ sinh an mO ¢ khéng dung quy di nh, ul ng r00u, hat thul ¢ va nhi ng
ngl i khéng c6 trach nhil m vao trong nha trl 0 ng.

- HOOng dOn mOi khi c6 khach din lién h céng tac, khong dd nhing ngl Ui khong cé trach
nhidm vao trong trl 0 ng va Ién cac 10 p khi hi ¢ sinh dang hiic ..

- Cham séc, t00in00c cho vilOn hoa, cay cInh trong nha triing .

- Tham m0Ou céc lodi cay clnh phic v cac HUingho, LO, TOt ...
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- Hai b0 o vO phén cong nhau di tric blo v 24 / 24 gil. Ngoai ra, n0u lanh d o didu ding thém
vil ¢ gi thi chl p hanh va hoan thanh t0t céng vil c di0c giao .

V/ CHO TIEU PHON DO U:

1. PhOm chiOt chinh tr, ddo dic l0ising :

- LOp tr00ng t0 t00Nng chinh trd v ng vang, chl p hanh nghiém chi trd0ng, chinh sach cla Bing,
phap lult cla Nha ni0c, cac quy dinh cla nganh, nli quy cla nha tri0ng.

- Co phim chit dlo dic t0t, I0i sUng lanh mOnh, giln di, sOng cé trach nhidm .
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2. ChOt I00ng chuyén mén nghillp vO :

- Khéng nging t0 hi ¢ nang cao trinh di, nang I0 ¢ chuyén mén, nghil p v, sang to trong cong
vil ¢, va hoan thanh t0t nhidm vl d00c giao.

3. Danh hil u thi dua :

|

3
-

|

'HO VA TEN
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ICHIC VI |

IDANH HIDU THIBUA |

'Lé Van Vui (TO triing VP) |

'Tho viln

'Lao ding tién tiln
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'Nguyln Dinh Philing Lan |

KD toan

'Lao diing tién til n

'Nguylln Van An

KT thult

'Lao di ng tién tiln

'TrOn ThD HOng Khanh |

Van thi
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Gili thilu vO TO Van Phong

Vilt b0i Administrator

ThO ba, 18 Thang 7 2017 09:15 - LOn cOp nhOt culi ThO sau, 08 Thang 12 2023 14:06

'Lao diing tién til n

'HO ThO TuyOt

Y O

'Lao di ng tién tiln

6 |

'Tri0ng Thi Anh

Top vO

'Lao diing tién til n

' Tri0ng Binh Long
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

1Blo vl

'Hoan thanh nhil m vi

VI/ CAC BION PHAP THOC HION :

1. C6 kU holch thOc hiln ki p thdi cac nhilm v ma nha tri0 ng giao phé .

2. Boan kit, than thiln vii can b, gido vién, nhan vién trong nha trilng .

3. Lubén dit I0i ich chung lén I0i ich riéng, lién hO chit chd viicac 1 chic trong nha trilng
trong sinh holt, cong tac ...
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Gili thilu vO TO Van Phong

ViOt b0i Administrator
Tho ba, 18 Thang 7 2017 09:15 - LOn cOp nhit cudi ThO sau, 08 Thang 12 2023 14:06

4. Lubn hic hUi, I0ng nghe cac y kil n phin 0nh v ¢bng vil c ma minh dm nhin . NOu c6 thilu
sot thi ¢l n phdi rat kinh nghidm, sla chlla di dit kOt qul t0ttrong cong vilc .

5. Phén cbng cac nhil m v cho cac thanh vién rd rang, phu hlp vOicong vil c .

6. Mi ca nhan phii cé trach nhilm vii céng vil c di0c giao pho .

7. Céc thanh vién trong t0 phi doan kOt, hU tr0 10n nhau trong cong vidc mOt cach cé hilu qul .

8. T tri0ng thO Ong xuyén kil m tra dén dllc sau mii tudn, miithang .
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Gili thilu vO TO Van Phong

ViOt b0i Administrator
Tho ba, 18 Thang 7 2017 09:15 - LOn cOp nhit cudi ThO sau, 08 Thang 12 2023 14:06

B - KO HOOCH THANG
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

]

/CONG VIIC THIC HIDN

NGO

THICHIUN |
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

]

]

- XOp I0ch hOp t0 van phong va thi ¢ hiln céng vilc cla tl (The\o kO hoUch).

- HOp 0 triln khai kO hol ch thang 8, thll ng nhit phan cong cong tac.

- Tham gia thO ¢ hiln cdng tac cla nha tr0 0 ng, bién chl nam hic \)(é dl xult sOachia CSVC.

- Chuln bl cho I0 khai gilng nam hi ¢ mii.

- Lam co6ng tac tuydn sinh vao I0p 10.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Chuln bl cO s vitchOtphUc vl nam hc mOi.

- Tham gia dilt lao dll ng theo kO hoUch cla nha trl 0 ng.

- DO tru kinh phi cho nam hic mii.

- B0i chilu kinh phi culli thang.

- Thanh toan cac chll di cho ngiUi lao dlng.

- Tham gia phan chia sl p xOp I0p, nO0m sTs0 hic sinh, ddc bilt 1a hD ¢ sinh l0u ban, b0 hiOc cla nam hi

- ThOc hiln x0p I0p hic¢ sinh theo didm chul n.

- Thing ké s 100ng hic sinh thi d0 vao cac triing dUi hi c, cao dﬂ] ng va THCN.

- Phat cac loli h0 sO, s sach lién quan di n giao vién.

- PhO trach phong CNTT, kidm tra hang tuln vO h0 thOng didn nD[(c, va phong may tinh d0 phic vO ch
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Quin ly mng, thiOng xuyén clp nhit kO p thOi nhd ng thong tin dD anhatrdlng dl Ién trang Web.

- Thic hiDndly di cac loli cong van di, din va vilc chl diocla SD lién quan diin nhidm v nam hic

- Théng bao cac khol n thu du ndm cho phi huynh va hic sinh. |

- Thu hO sO va cac khol'n thu d0u nam cla cla hic sinh mOi trt’mgj tuyOn vao l0p 10.

-Thic hiDndly di cac loli cong van di, din va vilc chl diocla SD lién quan diin nhidm v nam hic

- VO sinh phong th0 viln , phong kho.

- Chuln bl cac dilu kiln d0 phOc vl sach cho nam hic moi.

- Lam sO theo doi hi ¢ sinh mO0n séach.

- Cho lI0p tri0ng cac I0p nhi n bl ng dang ky mdOn sach va hilc sirﬁh 0p 10 mOi vao.

- Chuln bl cac dilu kiln d0 phOc vl sach cho nam hic moi.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Kilm tra vO sinh méi tr00 ng.

-Lén kO hollch va lOp di tru mua sim thilt b0 y t0, thulc men phd]c vl cho CB - GV - NV va hilc sinh |

- Quét din vO sinh chung quanh maéi tri0ng sU phi m cla nha tr0 D\ng, cac hanh lang, cOu thang ...

- Lén kO holch va llp di tru mua sIm cac ding cl vO sinh : ChUi huét nha, xa phong, khan lau ...

- PhOi hi p trong cdng tac n nOp hO ¢ sinh nh ng ngay dlu nam. HD c,

\vin d0 d0 xe dip cla hic sinh khi din tri0ng ...

CITO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

KU toan
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

|Gido v0 - KT - CNTT

\Van thD + T.Qiy
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

'Th viln
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

Y 0

Top VO

'Blo v
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Gili thilu vO TO Van Phong

ViOt b0i Administrator
Tho ba, 18 Thang 7 2017 09:15 - LOn cOp nhit cudi ThO sau, 08 Thang 12 2023 14:06

L

- XOp l0ch hOp t0 van phong va thi ¢ hiln cong vil c. (Theo kU hoC \ch)
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Cung vli nha tri0ng chuln bl : Khai gil ng nam hi ¢ mOi.

- Chun bl CSVC Bii hoi Cha md hic sinh toan tri0ng.

-HOOng Ong : “ Thang 9 - Thang an toan giao thdng. ”

- Chulln b0 CSVC cac didu kiln d0 phic vl DH Doan triing. |

- Tham gia cac hol't d0 ng khac khi nha tri 0 ng giao nhil m v0.

- Hoan thanh cac loli h0 sO t0, hD sO ca nhan clating bl phin cbng tac.

- Thanh toan chi d0 cho ngi0ilao d0ng.

- B0i chilu kinh phi culli thang.

- B0i chibu kinh phi culli quy.

- Quyl't toan kinh phi culi quy.

- Tac nghil p thI 0 ng xuyén nhilm v chuyén mon.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Ra soat hil sl CB, GV, NV dI dil u kiln nang 100ng d0n ki nang

I00ng, Iam thD t0c nang I00ng cho CB, GV, NV.

- Thong ké tinh hinh hO ¢ sinh gii vO SO.

- Ki'm tra, hoan chi nh vill ¢ ghi did m hi ¢ sinh thi I0i vao sO dilm dhl’nh.

-KiomtralDihOc b0 11, 12 sOp x0p I0i theo danh sach.

- Trinh ky, déng dilu hO'c b, sO didm.

- LOp phi0u dilu tra tinh hinh hi ¢ sinh d0u nam hi c.

-LOp hO sO thi HSG I0p 12

- LOp va hoan thanh danh s&ch hic sinh ting khi IO p, hi ¢ sinh \

trng tuylin vao I0p 10 va mOi chuyln tri0ng din.

- Hoan thanh danh sach x0p 10p.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- 0n d0nh danh sach hic sinh.

- Theo d6i hi ¢ sinh chuyl'n dn, chuydn di, bl hc.

- Hoan thanh vil ¢ phat philu did m thi d0i hi ¢, gily bdo nhip hO c.\

- B4o cao thi ng ké du nam theo yéu cllu cla SO. \ (N u cd)

- Kilm tra hang tulln vO h thOng didn n00c, phong CNTT, may vi hl'nh di phOc vl chovildcdly hicva

- PhO trach CNTT, quOn ly mOng, thO0Ong xuyén clp nhit kO p thOi \nhD ng théng tin cla nha tri0ng d 1€

- Chuln bl may chillu va céac thilt b0 d0 GV diy tilt thao gil ng. \ (nlu

c0).

- HO thO ng &m thanh phdi dim bl o cho hii hip, chao cl va cac h¢Dt ding khac cla nha triIng.

- Chp hinh LO khai gil ng, d0i hOi Boan tri0ng, hiii nghD Cong ddén, cac chau “ Vui tit Trung thu ” ...

- TO chOc qudnly van bin, gili quydt van bin di, din.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Hoan thidn hd sO nha tr00ng.

- Hoan thanh cac van bn chl dio nam hic clla BO, SO ... dan bl hg tin phong hii d0 ng.

- Til p td ¢ thu cac khol n thu theo quy d0nh cla nha trl0 ng. |

- LOp kO hoOch hodt ddng, thUi gian lam vil ¢ cOa thd vidn va lén Id chphicvl bindic.

- Gilli thidu sach vO : Biln dlo Vidt Nam.

- TO chOc khdam s c khl'e cho hil¢c sinh [0p 10 (phOi hp vOi b0 nh \WD n holc trung tam y t0 huyOn).

- Hoan thanh cac loli sO : SO theo déi ¢l p thullc, sU theo déi vO sinh.

- Kilm tra vO sinh hang ngay 0 cac I0p hic, hanh lang, cOu thang ‘{/é cac phong vl sinh cla gido vién v

- Kilm tra vO sinh trong toan b0 nha tr00ng tr0 0 ¢ khi khai gil ng ném hic mUi.

- SO cp cluban diu (nOu hic sinh xOy ra tai nOn...), cOp thulc h\é(n@ ag®y cho hic sinh va GV.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Tham mOu vii 1anh d0o vD vil ¢ khdm sl ¢ khd e d0u ndm cho hil ¢ sinh khii 10.

-HOOng din hOc sinh tr0 ¢ trd0 ng.

- Chuln bl chu ddo n00c ul ng cho hic sinh, gido vién va cac phdng clalanh dio.

- DO n vO sinh cac khu vO ¢ xung quanh trong nha tri0 ng.

- NhO ¢ nh0 hi ¢ sinh d0 xe dung nCi quy dinh.

- TO chOc trébng coi xe dll p an toan cho hi ¢ sinh.

CITO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

KU toan
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

|Gido v - KT- CNTT
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

|Van thD + T.Quj

'Th viln
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

Y 0
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

Top VO

'Blo v

- XOp l0ch hOp t0 van phong va thi ¢ hiln cong vil c. (Theo kO hoC \ch)
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Cung nha tri0 ng, Céng doan t0 chic: HIi nght Can bl, Céng CHD C,

|Vién chilc nam hil ¢ 2020 - 2021.

- Tham gia sinh hol't Ngay Ph0 n0 Vit nam 20/10.

- Thanh toan chi d0 cho ngi0ilao d0ng.

- B0i chilu kinh phi culli thang.

- Tac nghil p thO 0 ng xuyén nhilm v chuyén moén .

- Kiom tra vil c vao sU va cll p phéat bl ng.

- S p xUp, dan nhan hoan chinh hic bl hi ¢ sinh theo I0p. \

-NhOn I0ihOc bl t0 GVCN Iop 10.

- LOp sO dang b0 hic sinh tuydn mOi.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Thic hiin céng tac sUa chida blo tri hi thing diln - nO0c may vi\ tinh...

- Kilm tra va sCa cha, holU ¢ thay thD cac thilt b0 h0 hOng. \

- Chuln b0 thilt b0, may chilu d0 GV diy ti0t thao gil ng \ (nd u co).

- ThoOng xuyén qudn ly ming, va cp nhit kD p thOi nhd ng théng t\in cla nhatriing.

- Phic vD phong CNTT hU tr0 ki thuOt d0 giao vién nhi p dil m giD$ kD .

- TO chOc qudnly van bl n, gili quydt van bdn di, din.

- TiDp t0 ¢ thu hO ¢ phi hO ¢ sinh, va cac khol n thu hi p I0 khac. \

-L0a chin tai lilu di bién soln thd mic.

- Gili thiDu sach chl d0 : Ngay Phi n0 Viot nam 20/10  “NhOt kf/ Bing Thuy Tram ”.

- TV thOc hiln vilc bao bl c I0i cac sach lau ngay bl hi hing hoD¢ rach.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Kilm tra v@ sinh hang ngay 0 cac I0p hic, hanh lang, cOu thang ‘{/é cac phong vl sinh cla gido vién v

- SOp x0p ngan nip t0 thulc phong y t0

- Chuln bl chu ddo n00c ul ng cho hic sinh, gido vién va cac phdng clalanh dio.

- ThOOng xuyén lam vO sinh khu WC cl a gido vién va hi ¢ sinh va béc khu vl ¢ trong nha tr0 0 ng.

- NhO ¢ nh0 hO ¢ sinh d0 xe dang nCi quy dinh.

- TO chOc trébng coi xe dll p an toan cho hi ¢ sinh.

CITO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

KU toan

|Gido v - KT- CNTT
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

\Van thD + T.Quj

'Th viln
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

Y 0

Top vO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

'Blo v
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Gili thilu vO TO Van Phong

ViOt b0i Administrator
Tho ba, 18 Thang 7 2017 09:15 - LOn cOp nhit cudi ThO sau, 08 Thang 12 2023 14:06

- XOp I0ch hOp t0 van phong va thi ¢ hiln cong vil ¢ (Theo kO hol ¢h)

- Phii hOp vOi cac t0 chic trong nha trd0ng : Sinh hoOt kO nil m nd;éy Nha giao Vilt nam 20 - 11.

- Tham gia hollt d0 ng chao m0ng ngay nha gido Vilt Nam 20/11 db Coéng doan va Nha trilng t0 chic

- Rat d toén chi 100 ng thO 0 ng xuyén.

- Pli chilu dU toan t0i kho blc.

- Thanh toan chi d0 cho ngd0ilao d0ng (I00ng va cac kholn khéd n)

- Ra soat hi s CB, GV, NV dl dilu kil n nang I00ng di n kO néng\ I00ng, lam t0 t0c nang I00nNng cho CE

- Quylt toan thu, nOp tiln BHYT, BHTT cho hi ¢ sinh.

- Tac nghil p thO 0 ng xuyén nghilp v chuyén mon.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

-HOOng diin hOc sinh I0p hO sO thi nghD phO théng.

- Vao sO dang bl quin ly hO ¢ sinh.

- LOp hO sO hic sinh khii 11 dO thi nghO.

- PhO trach cong tac CNTT, thO 0 ng xuyén thi ¢ hiln céng tac kil m\ tra, sDa chla, blo tri diln nO0c - mé

- Kilm tra h0 thO ng &m thanh a0 d0m b0 o cho cul ¢ hi p, chao cl }/é cac holt dilng khac cla nha tri0r

- Kilm tra hang tulln vO h0 thOng didn nO0c va vl sinh phong méM tinh d0 khO ¢ phUc kO p thOi cho vilc

- TO chOc qudnly van bl n, gili quydt van bin di, din.

- ThOOng xuyén cl p nhit théng tin qua kénh dilu hanh cla SO \

- Bao cao ki p thii cac théng tin cé lién quan dl n giao vién cho Ién\h dionha tri0ng biltva céd hing c

- Thu hO ¢ phi hi ¢ sinh, va cac kholl'n thu hip I0 khac .

64 /119



Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Chi cac hol't di ng trong nha trl 0 ng

- Chi cac phiin th 0 ng trong ngay 20.11 theo kO holch clla nha trD\D ng.

- Chi cac khol n khac ((Nducd)

- TiDp t0 ¢ cho gido vién va hic sinh mO0n sach gilng diy va hilc ﬂD p.

- Gilli thi u sach theo chi d0 : Ngay Nha gido Vilt nam 20 - 11. |

- TV tu sl a, bao bl c sach bl rach nat, h hO ng.

- TV chulln b0 sach phic vl cho hic sinh va gido vién 6n tlp va k(D m tra hOc kO .

- Kilm tra vO sinh hang ngay 0 cac I0p hic, hanh lang, cOu thang ‘{/é cac phong vl sinh cla gido vién v

- SO clp clu ban diu khi hO'c sinh dau 0m...

- Kilm tra n0 nOp cOa hOc sinh, v0 sinh trén I0p hi ¢, ngoai hanh Iaﬁng cac khu v ¢ xung quanh [0p hOc.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- ThOOng xuyén lam vO sinh khu WC cl a gido vién va hi ¢ sinh va béc khu vl ¢ trong nha tr0 0 ng.

- DOn vO sinh sch sO cac hanh lang 0 cac ting cla khu hilu bD. \

- NhO ¢ nh0 hO ¢ sinh d0 xe dung nCi quy di nh.

- Tréng coi xe dil p an toan cho hi ¢ sinh.

CITO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

KU toan

|Gido vi- KT- CNTT
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

|Van thD + T.Quj
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

'Th viln

Y 0
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

Top VO

'Blo v
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- XOp I0ch hOp t0 van phong va thi ¢ hiln cong vil ¢ (Theo kO hol ¢h)

- Chulln bl ¢l sO vitchitva cac dilu kiln do kiom tra hc kO | \

- Cac bl phiin chuln bl t0 kiDm tra va thO ¢ hiln kidm ké tai siin chi nam .

- Rat d toén chi 100 ng thO 0 ng xuyén.

- Pli chilu dU toan t0i kho blc.

- Quylt toan ngan sach nam 2021, khéa sl tai chinh.

- LOp do toan ngan sach cho nam 2022 trinh cO quan ¢ thim quyﬂ] n phé duylt.

- Tac nghil p thO 0 ng xuyén nghilp v chuyén mon.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Théng bao hic sinh I0p 12 nlp cac lodi gily 10 lién quan din cédlg tac thi t0t nghil p.

- Chuln b0 ho sO thi HKI.

- S0 kOt hOc kO I, hoan thiln hO sO hic sinh hOc kO 1.

- TOng hip bdo céao chit100ng bl mén hic kO |

- LOp bao cao chit100ng 2 mOt cla HKI.

- ThOc hiDn céng tac bl o tri sDa chla diln n00c, kil m tra hang tud] n vl ho thOng diln nO0Oc va hd thOn

'khic philc kip thii d0 phic vi cho vilc dly hilc va lam vilc cla nha triing.

- HO thO ng &m thanh phli d0 m b0 o cho cac holt dl ng trong nha tﬁD 0ng

- Chuln bl may chilu di GV dDy ti0t thao gilng (nCu cd).

- PhO trach phong CNTT, qui n ly m0O ng, th00ng xuyén cUp nhit k[] p thUi nh0 ng théng tin cla nha tro0r

- Thic hiln dla bai 6n t0p cla gido vién bl mén [én trang Web. \
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- TO chOc qudn ly van bl n, gili quydt van bdn di, din.

- ThOOng xuyén cl p nhit théng tin qua kénh dilu hanh cla SO. \

- Thu hO ¢ phi hi ¢ sinh, va cac khol'n thu hip I0 khac .

- Chi cac hol't dil ng trong nha trl 0 ng.

- SOu tOm tai liou va bién soln thO mOc¢ chuyén di phic vO chil nb trinh gilng di'y va hilc t0p cla nha

- Gilli thilu sach theo chD di ngay thanh I0p : “Quéan dili Nhan déd Viot Nam.”

- TiDp t0 ¢ cho gido vién va hic sinh mO0n sach gilng diy va hilc ﬂD p

- SO cp cluban diu (NOu hic sinh xOy ra taindn...), cOp thulc Iﬁérh@ ogzy cho hi ¢ sinh va GV

- Kiom tra v@ sinh hang ngay 0 cac I0p hic, hanh lang, cOu thanq va céc phong vl sinh cl a giao vién

- Kiom tra v@ sinh hang ngay méi triing s phim 0 cac khu vOc trbng nha tri0 ng.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

-HOOng dinhOcsinhtrictrilng .

- ThoOng xuyén lam vO sinh khu WC clla giao vién va hi ¢ sinh \

\va cac khu v ¢ trong nha tri0 ng.

- DOn vO sinh slch s cac hanh lang 0 cac ting cla khu hilu bl |

- DOn vO sinh, r0aly tadch, chudn bl n00c ulng D cac phong lam vﬁDc clalanh dio.

- Tham gia cung Boan Thanh Nién gido dic hU ¢ sinh h0 : BO hic, hrD n tilt, viphOm kO lult ... n0 npc

- NhO ¢ nh0 hO ¢ sinh d0 xe dung nCi quy dinh.

- TO chOc trébng coi xe dll p an toan cho hi ¢ sinh.

CITO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

KU toan

|Gido vi- KT - CNTT

75/119



Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

|Van thD + T.Quj

'Th viln
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

Y 0

Top vO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

'Blo v
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

]

]

- XOp I0ch hOp t0 van phong va thi ¢ hiln cong vil ¢ (Theo kO hol ¢h)

- Céc bl phin t0 kil m tra va thd ¢ hil n vil ¢ kil m ké tai sin culli ndm - Chuln b0 ¢0 sO vt chit va cac

- Cac bl phin hoan thanh t0t cdng vilc d0 chuin bl sO kOt hdc kd] (NHhbaia ohang-6ng)

- SO kOt to.

- SO kOt hOc kO 1trong hii d0 ng.

- Tac nghil p thO 0 ng xuyén nghilp v chuyén mon.

- Rat d toén chi 100 ng thO 0 ng xuyén.

80/119



Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Pli chilu di toan t0i kho blc.

- Kilm tra h0 sO , I0p danh sach, phong thi kil m tra hic kO 1.

- TOng hip bdo cao chitI00ng bl mén hic kO .

- LOp bao cao chit100ng 2 mOt cla HKI.

- ThOc hiDn céng tac bl o tri sDa chla diln n00c, kil m tra hang tud] nvO hi thing diln - nO0c va hd th

- Kilm tra h0 thO ng &m thanh a0 d0m b0 o cho culc hi p, chao cl }/é cac holt dilng khac cla nha tri0r

- PhO trach CNTT hO tr0 ki thuDt nOu x0y ra sO cO khi nhd p dil m. \

- Quin ly mng, thiOng xuyén clp nhit kO p thOi nhd ng thong tin dD a nha tri0ng Ién trang Web.

- LOp danh sach hic sinh gilli d0 lam gi0y khen.

- Theo dbi cac viln di c6 lién quan din vil ¢c khen thOOng ...
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Thu hO ¢ phi hi ¢ sinh, va cac kholl'n thu hip I0 khac .

- Chi cac hol't dil ng trong nha trl 0 ng.

- TiDp t0 ¢ cho gido vién va hic sinh mO0n sach gilng diy va hiic ﬂD p.

- SOu tOm tai liou va bién soln thO mOc¢ chuyén di phic vO chil nb trinh gilng di'y va hilc t0p cla nha

- Gili thiDu sach néi vl B ng, Bac HO.

- TiDp t0 ¢ dén di ¢ phong trao dic sach hiOng v chl d0 ngay : \

“Sinh vién - HO ¢ sinh 9/1”

- SO cp cluban diu (nOu hic sinh xOy ra tai nOn...), cOp thulc \

'hang ngay cho hilc sinh va GV. ((Nducd)

- Kilm tra v@ sinh hang ngay 0 cac I0p hic, hanh lang, cOu thang ‘{/é cac phong vl sinh cla gido vién v
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

-HOOng din hOc sinh tr0 ¢ trd0 ng.

- Chuln bl hOng ngay n00c ull ng cho gido vién va hic sinh. \

- ThOOng xuyén lam vO sinh khu WC cl a gido vién va hi ¢ sinh va béc khu vl ¢ trong nha tr0 0 ng.

- DOn vO sinh sch sO cac hanh lang 0 cac ting cla khu hilu bD. \

- DO n vO sinh hIng ngay va rla ly tach, chulln bl ni0c ulng 0 cé¢ phong lam vilc cla lanh di o.

- NhO ¢ nh0 hO ¢ sinh d0 xe dang nCi quy dinh.

- Tréng coi xe dll p an toan cho hi ¢ sinh khi di n trd0ng.

CITO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

KU toan
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

|Gido v0 - KT - CNTT

DDDDDDDDDDDDQDD
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

\Van thD + T.Quj

'Th viln

Y 0
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

Top VO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

'Blo v
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- XOp I0ch hOp t0 van phong va thi ¢ hiln cong vil ¢ (Theo kO hol ¢h)

- PhiihOp vOinhatriOng c6 ki holch blo vO an toan tai sin, CSVC clanhatring trl0c, trong va sa

- ThO ¢ hiln nhilm v kO holch do Hil u tr00 ng giao pho.

- Pli chilu di toan t0i kho blc.

- Rat d toén chi I00 ng, chithD0ng xuyén.

- HiDu tr00ng, kD toan, tho qul quylt toan tai chinh.

- Bong ching t0 thang.

- Kilm tra ho sO0 12.

- ThOc hiDn céng tac bl o tri sDa chla diln n00c, kil m tra hang tud] nvO hi thing diln - nO0c va hd th

- PhO trach phong CNTT, cac vin dd dilm sO c0a hic sinh, nCu bﬂ] sO ¢l phiikhOc phic klp thOi khot
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Kilm tra h0 thO ng &m thanh a0 d0m b0 o cho culc hi p, chao cl }/é cac holt dilng khac cla nha tri0r

- TO chOc qudnly van bin, gili quydt van bin di, din.

- ThO O ng xuyén theo ddi cac bao cao, cong van di, din qua kénh diD u hanh cia SO

- Thu hO ¢ phi hi ¢ sinh, va cac khol n thu hi p I0 khac.

- TiDp t0 ¢ cho gido vién va hic sinh mO0n sach gilng diy va hilc ﬂD p.

- Gilli thilu sach bdo v chl di: Ngay thanh I0p BOng CSVN 3/2. \

- HOOng Ong: Ngay Thiy thul ¢ Viot Nam 27/2.

- Kiom tra vO sinh hang ngay 0 cac I0p hic, hanh lang, clu thang ‘{/é cac phong vi sinh cla gido vién v

-HOOng din hOc sinh tr0 ¢ trd0 ng.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- ThOOng xuyén quét diin, lam vO sinh 0 cac hanh lang, khu hilu bb va cac phong lam vil ¢ cl a 1anh dl

- Lam v0 sinh cac khu vl ¢ trong nha tr00ng.

- PhOc vl n00c ulng cho gido vién va hic sinh.

- Cha tring vilc bl o vD cla cong trong nha tring cl ngay I0n déh trdnh tinh tring mOt cO p trong nha

- NhO ¢ nh0 hi ¢ sinh d0 xe dung nCi quy dinh.

- Tréng coi xe dll p an toan cho hi ¢ sinh khi di n trd0ng.

CITO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

KU toan

|Gido vi- KT- CNTT
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

|Van thD + T.Quj

'Th viln
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

Y 0

Top VO

'Blo v
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

]

]
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Phii hOp t0 chic chao ming ngay thanh I0p Boan TNCS HO Chl" Minh 26/03.

- Rat d toén chi I00 ng, chith00ng xuyén.

- Ra soat hi s CB, GV, NV dl dilu kil n nang I00ng di n kO néng\ I00ng, lam thO t0c n&ng I00nNng cho C

- Lam coéng tac tuyl n sinh BH - CD - THCN.

- Hoan chinh hO sO thi nghO, chulln b0 kU thi ngh PT vao diu théng 4.

- ThO ¢ hiDn céng tac bl o tri sDa chla diln n00c, kil m tra hang tud] nvO hi thing diln - nO0c va hd th

- PhO trach CNTT, quOn ly mOng, thO0Ong xuyén clp nhit kO p thOi \nhD ng théong tin cla nha tri0ng 1én t
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- TO chOc qudn ly van bl n, gili quydt van bdn di, din.

- Hoan thanh t0t vil ¢ bdo cdo céac cdng van chi dlo cla SO cé Iiéh quan din nha tring.

- Thu hO ¢ phi hi ¢ sinh, va cac khol'n thu hi p I0 khac.

- TiDp t0 ¢ cho gido vién va hic sinh mO0n sach gilng diy va hilc ﬂD p.

- Gili thiDu sach bao tlp chi vl ngay Quic t0 phl nd 8/3 va ngay thénh I0p Doan TNCS HO Chi Minh 2

- VO sinh, quét diin sOch sO cé&c ndi trong nha trl 0 ng.

- Cha tring din n00c ulng cho gido vién va h ¢ sinh trong nhi ng \ngéy ndng néng ....

- Kiom tra vO sinh hang ngay 0 cac I0p hic, hanh lang, clu thang ‘{/é cac phong vi sinh cla gido vién v

-HOOng din hOc sinh tr0 ¢ trd0 ng.

97 /119



Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Nhi ¢ nhil hic sinh @0 xe dang n0i quy d0 nh.

CITO

KU toan

|Gido vi- KT- CNTT
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

\Van thD + T.Quj

'Th viln
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

Top VO

Y 0

'Blo v
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Cung nha tring t0 chic kO nil m ngay 30/4, 1/5 \ (Nduco)

- Tac nghil p chuyén mén nghillp vO.

- ThIOng xuyén gili quydt cac vOn d0 lién quan dl n tai chinh cho pB, GV, NV.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Théng bao hic sinh nhiin bl ng t0t nghil p nam tri0c.

- HOOng din hOc sinh 12 ghi philu dO thi t0t nghil p.

- Chulln b0 hO sO dO ki m tra chéo.

- Chulin b0 ho sO thi HKII.

- Theo d6i hi ¢ sinh chuyl'n dn, chuydn di, bl hc.

- Kilm tra h0 thO ng &m thanh a0 d0m b0 o cho culc hi p, chao cl }/é cac holt dilng khac cla nha tri0r

- ThOOng xuyén b0 o tri hol ¢ thay thO cac thilt b0 quit, béng tip Iélu ngay bl hi hing trén cac l0p hic.

- TO chOc qudnly van bl n, gili quydt van bin di, din.

- Thu hO ¢ phi hi ¢ sinh, va cac khol'n thu hi p I0 khac.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- TiDp t0 ¢ cho gido vién va hic sinh mO0n sach gilng diy va hiic ﬂD p.

- Gilli thil u sach béo: | Ngay Gili Phéng Hoan Toan Mil n

- Mua séach 6n tl p thi t0t nghilp THPT nam 2021 cho giao vién dDﬂ/ khOi 12 tham khi o.

- TO chOc¢ hic sinh dang ky mua sach én t p thi t0t nghilp THPT dém 2021.

- Kiom tra v@ sinh hang ngay 0 cac I0p hic, hanh lang, cOu thang ‘{/é cac phong vl sinh cla gido vién v

- Lam v sinh 0 cac khu v ¢ trong nha trd0 ng.

- Chuln bl vO sinh phong, va ndl ¢ ullng cho cac culc hip do nhé tri0ng t0 chOc.

- NhO ¢ nh0 hO ¢ sinh d0 xe dung nCi quy dinh.
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Gili thilu vO TO Van Phong

ViOt b0i Administrator
Tho ba, 18 Thang 7 2017 09:15 - LOn cOp nhit cudi ThO sau, 08 Thang 12 2023 14:06

CITO

KU toan

|Gido vi- KT- CNTT
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

|Van thD + T.Quj

'Th viln
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

Y 0

Top VO

'Blo v
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Gili thilu vO TO Van Phong

ViOt b0i Administrator
Tho ba, 18 Thang 7 2017 09:15 - LOn cOp nhit cudi ThO sau, 08 Thang 12 2023 14:06

L

107 /119



Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- TOng kOt thi dua.

- TOng kOt nam hic.

- Chuln bl cac dilu kil n cho cbng tac tong kit nam hoc.

- Chuln bl kiomtra ch sO vOtchOtdl t0 chic kD thit0t nghil p THPT nam hic : 2020 - 2021.

- Lén kO hoUch kidm tra cO sO vOtchOt, va co kI holch bl o vD tai \SD n, CSVC trong he.

- Tham mOu cho lanh d0o cac viln d0 lién quan diln céng tac t0 ch\D c kO thitOt nghilp THPT qulc giar

- Pli chilu dU toan t0i kho blc.

- Rat d toén chi I00 ng, chithO0ng xuyén.

- GUi danh sach hi ¢ sinh 12 cho GVCN kil m tra I0i, b0 sung va dillu chl nh sai sét.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Chuln b0 kidm tra hO sO thi t0t nghil p qui ¢ gia 2021.

- TOng hi p bdo céao chit I00ng b0 mén.

- LOp bao cao chitIDOng 2 mit.

- Chuln bl céng tac tuydn sinh 10.

- Hoan t0t cac lo0i hi sO nha tri0ng, h0 sO ca nhan, hi sO hic sidh.

- PhO trach CNTT, ho tr0 gido vién nhOp didm hic kO Il va hO tr0 I{T thult ndu x0y ra sO ¢ khi nhd p di0

- Quin ly mng, thiOng xuyén clp nhit kO p thOi nhd ng thong tin dD a nha tri0ng Ién trang Web.

- TO chOc qudnly van bl n, gili quydt van bin di, din.

- Bao cao cac vin di co lién quan theo yéu clu cla nha tri0ng... \

- Thu céc khol n thu cé lién quan ...

- Thu, chi cac khol n trong nha trl 0 ng.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Thu hi sach cia GV va HS.

- TO chic quyén gép SGK va ting SGK cho con TB - LS. (Ml u c6)

- Bao cao kilm tra hol't ding cla thd viln. \ (N u cd)

- Kiom tra v@ sinh hang ngay 0 cac I0p hic, hanh lang, cOu thang ‘{/é cac phong vl sinh cla gido vién v

- SO cOp clu ban dlu khi hic sinh dauOm... (Ml u c6)

- ThOOng xuyén lam vO sinh khu WC cl a gido vién va hi ¢ sinh va béc khu vl ¢ trong nha tr0 0 ng.

- DOn vO sinh slch sl cac hanh lang 0 cac ting cla khu hilu b0 |

- DO n vO sinh hing ngay va rla ly tach, chulln bl ni0c ulng 0 cé¢ phong lam vilc cUa lanh di o.
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Gili thilu vO TO Van Phong

Viot b0i Administrator
Thi ba, 18 Thang 7 2017 09:15 - LOn cOp nhit culi ThO sau, 08 Thang 12 2023 14:06

- Tang c0ng giam sat an ninh trong nha tri0ng 0 nhi ng ngay cuD\i nam hic nhitlavin dl mOtclp xe

- NhO ¢ nh0 hO ¢ sinh d0 xe dung nCi quy dinh.

- Tréng coi xe dil p an toan cho hi ¢ sinh khi d0 n tr00ng nhi ng ngéﬁ/ cudinam hic.

CITO
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Gili thilu vO TO Van Phong

Viot b0i Administrator
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KU toan

|Gido vi- KT- CNTT
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|Van thD + T.Quj

'Th viln
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Y 0

Top VO

'Blo v
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L

L

6&7 | 0 2022
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- Thic hiln nhilm v do HiOu trd0ng da giao cho t0 .

- Tham mOu cho lanh d0 o nhi ng céng vil ¢ cOn thilt cho cong tac ﬁrong he .

- Lam cong tac thi t0t nghil p qul ¢ gia nam 2021.

- COp phéat thD dOU thi TN, cao diing, dli hUc ... phat gily bao trt’m@ tuy n, cho hil¢c sinh 12 nhiin hO s0

- Thu nhi'n va kil m tra hO sO tuydn sinh 10.

- Lam céng tac tuylin sinh I0p 10.

- Pli chilu dU toan t0i kho blc.

- Rat d toén chi I00 ng, chithD0ng xuyén.

- TO chOc qudnly van bl n, gili quydt van bin di, din.

- ThOOng xuyén cl p nhit thédng tin chd dlo cla SO d0 ki p thOi béb cao vlli lanh dio nha trilng .

- BOo tri, thay thD cac thilt b0 h0 h0ng trong di p hi ¢ sinh nghC hé

- TiDn hanh ki m ké cac bl phUn thd viln, thiotbo ...
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- Bl o qul n kho sach, tai liC u, tai sOn, trang thidt b0 thO vil n trong hé.

- B0 o qul n kho, trang thilt b0 0 phong b0 mén trong he.

- TO chOc vO sinh, blo qud n ching mi mOt, h0 hOng trong hé. \

CITO
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\(TD ng bl phiin ﬂth hil n theo kI holch riéng. NOu cUn vil ¢ thi phUi chiu s dilu ding cla nha

PHE DUYOT COA NHA TROONG T0O TROONG VP

HIoU PHO CM
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TOOng ThO Thoa Lé Van Vui
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