UBND HUYEN KRONG ANA CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG GIAO DUC VA PAO TAO Poc lap - Twdo - Hanh phc

S 139/PCNV-PGDDT Krong Ana, ngay 10 thang 8 ndm 2015

PHAN CONG NHIEM VU
Can bo, cong chiic, vién chirc Phong Gido duc va Pao tao

Can ctr Nghi dinh s6 29/2012/NB-CP ngay 12 thang 04 nim 2012 cua
Chinh phi vé viéc tuyén dung, sir dung va quan Iy vién chic;

Can cur Thong tu lién tich 47/2011/TTLT-BGDDT-BNV cua lién Bo Gido
duc va Pao tao, Bo Noi vy, hudng dan vé chic ning, nhiém vu, quyén han, co
cu to chuc va bién ché cua S¢ Gido duc va Pao tao thuoc Uy ban nhan dan
tinh, thanh phd truc thudc Trung wong, Phong Gido duc va DPao tao thuoc Uy
ban nhan dan huyén, quan, thi x&, thanh phd thudc tinh;

Can ctr Huong dan sé 1348/HDLN/GDPT-NV ngay 09/12/2011 cua lién
S¢, S¢ Gido duc va Pao tao, S¢ Noi vu Bak Lak huéng dan vé chiic nang nhiém
vy, quyén han, co ciu té chiic va bién ché cua Phong Gido duc va Pao tao thudc
UBND huyén, thi x&, thanh phd;

Can ctr Quyét dinh s 554/QD-UBND ngay 05 thang 3 nim 2012 cua Uy
ban Nhan dan huyén Krong Ana vé viéc ban hanh Quy dinh vé chtic ning,
nhiém vu, quyén han, co ciu to chic va bién ché ciia Phong Gido duc va Pao
tao huyén Krong Ana;

Can cr y8U cau cong tac va niang luc chuyén modn nghiép vu cua can bo,
cong chuc, vién chirc (CB, CC, VC), Phong Giao duc va Pao tao huyén Krong
Ana phan cdng nhiém vu cu thé nhu sau:

A. NGUYEN TAC CHUNG

1. Viéc diéu hanh nhiém vu cua Phong Gido duc va Pao tao duoc thuc
hién theo nguyén tic tap trung dan chy, tap thé lanh dao, ca nhan phu trach dam
bao sy théng nhat trong cong tac tham muu, diéu hanh, chi dao.

2. Ca nhan duoc phan cong linh vuc nao chi dong can ctr vao tinh hinh
nhiém vu va cac van ban chi dao cua cép trén va tinh hinh thuc té cua dia
phuong dé xay dung ké hoach trinh Truéng phong phé duyét. Hang tuan ca nhan
b&o céo két qua cong viéc va ding ky ndi dung cong tac trong tuan tiép theo,
cubi mdi thang bao céo va trién khai ké hoach trong cudc hop thuong ky. Ca
nhan dugc phan cong linh virc ndo thi chiu trach nhiém vé linh vuc d6.
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3. Ho so thudc linh vue nao thi do nguoi dugc phan cong linh vuc do thiét
lap, van thu huu trit. Khi c6 doan kiém tra phai c6 du ho so theo quy dinh.

4. Nhiém vu cua CB, CC, VC la thang thin trao d6i, phdi hop chat ché
dam bao tinh thdng nhat va hiéu qua, phat huy tinh sang tao, chi dong cua cé
nhan va tinh than hop tac dé hoan thanh tét nhiém vu.

5. Ngoai nhitng nhiém vu duoc phan cong, tit ca CB, CC, VC déu phai
tham gia c&c cong tac kiém nhiém khéac khi duoc lanh dao hoac cép c6 tham quyén
giao.

B. PHAN CONG NHIEM VU CU THE

| . LANH PAO

1. Trwéng phong: VO Trung Diing

Bi thu Chi bg, chi dao cong tac Bang, cac hoat dong chung ctia Nganh;

Lanh dao diéu hanh céng viéc ctia Phong Gido duc va Pao tao, chiu trach
nhiém trudc UBND huyén, So Gido duc va Pao tao vé cac hoat dong cua
Nganh;

Chi dao cdng tac Tai chinh, T chiic can bo, cong tac Van thu — Luu trit,
cdng tac Khuyén hoc; Chu tai khoan cua Phong Gido duc va Dao tao;

Lam Truong ban chi dao c&c ban; Cha tich cac hoi déng: Kiém dinh chat
lugng, cac Ky thi, Hoi thi ctia cac cap bac hoc, Thi dua - Khen thudong, Ky luat,
Xét nang luong...

Phéi hop vé&i cac T chiic, Poan thé chinh tri x& hoi chi dao, giai quyét
cac van dé lién quan dén Gido duc va Pao tao va cac don vi truc thudc.

Phén cdng cong tac cho cac Pho Truong phong va CB, CC, VC tai Phong
Gi4o duc va Bao tao Krong Ana.

bién thoai co quan: 05003 665 859; D1 dong: 0989 813 999

Email: trungdung09@gmail.com; hoac vtdung01@yahoo.com

2. Phé Truéng phong: Nguyén Vin L§i

Pho Bi thu Chi bd Phong Giao duc va Pao tao, phu trdch cong tac Bang,
Poan thé cua Nganh.

Chi @ao thuc hién va chiu trach nhiém truéc Trudng phong cac noi dung
sau:

- Chi dao chuy@n mén cap Tiéu hoc, cdng tac Thanh tra — Kiém tra, Tiép
dan, Hoi cuu gido chuc, hoat dong Giao duc ngoai gio I1én lop;
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- Thay mat Truong phong giai quyét cac cong viéc khi dugc Truong
phong giao hoic uy quyeén;

- Thyc hién cac nhiém vu khac khi dugc Truong phong phan cong.
bién thoai co quan: 0500 3637 369 Db: 0932 509 747

Email; nquyenvanloi.k97 @gmail.com.vn

3. Phé Trwéng phong: Hoang Van Loan

Chi dao thuc hién va chiu trach nhiém truéc Trudng phong cac noi dung
sau:

- Chi dao chuy&n mdn cap THCS, Cong nghé thdng tin, Théng ké — Tong
hop, cdp phat Vin bang, Kiém dinh chat lwong gido duc, Gido duc thuong
Xuyén;

- Thay mat Truéng phong giai quyét cac cong viéc khi duge Truong
phong giao hoic uy quyeén;

- Thuc hién cac nhiém vu khac khi dugc Truong phong phan cong.
Db: 0979 797 353

Email: loanpadkrongana@gmail.com.vn

4. Phé Trwéng phong: Hoang Thi Cuc Hoa
Chua tich Cong doan co s¢;

Chi dao thuc hién va chiu trach nhiém truée Trudng phong cac noi dung
sau:

- Chi dao chuy&n mén bac Mam non, Giéo duc dan toc, Giéo duc hoa
nhap tré khuyét tat, cong tac Thi dua - Khen thuong, cng tac Phu nit, cong tac
Ban giao chat luong.

- Thay mat Truong phong giai quyét cac cong viéc khi duoc Trudng
phong giao hoic uy quyeén;

- Thuc hién cac nhiém vu khac khi dugc Truong phong phan cong.
bién thoai co quan: 0500 3637 234;  Dién thoai DD: 0982637037
Email: hoangthicuchoa@yahoo.com.vn

Il. CAC BQ PHAN CHUYEN MON

1. B phan Mam non: Nguyén Thi Xuan Nhi

Phu trach chuyén mén bac hoc Mam non, xay dung Ké hoach chi dao
chuy@n mdn, phu trach cac noi dung lién quan dén: Chat lugng gido duc bac hoc
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Mam non, cong tac Boi dudng thuong xuyén, xay dung truong dat Chuan quoc
gia, chuong trinh Ph6 cap mam non cho tré 5 tudi, xay dung Truong hoc than
thién, hoc sinh tich cuc; phéi hop thuc hién cong tac Kiém dinh chét lugng gido
duc bac hoc Mam non, cong tdc Tuyén sinh, cong tac danh gid Chuan hiéu
truang, pho hiéu trudng va gido vién bac mam non;

Thanh vién cac Ban chuyén mén cua bac hoc;

Tham muu kinh phi hoat ¢ong cua bac hoc Mam non;

Thu quy co quan;

Thuc hién cac nhiém vu khac khi Lanh dao phan céng.

bién thoai co quan: 05003 637 016; DDb: 0963763477
Email: ngthxnhi@yahoo.com.vn

2. Bo phan Tiéu hoc: Hoang Nguyén Tan

Phu trach chuy&n mén cap Tiéu hoc, cdng tac Gido duc dan toc, Giéo duc
hoa nhap tré khuyét tat va cong tac Ban giao chat lugng cua Nganh;

Xay dung Ké hoach chi dao chuy&n mén, phu trach céc noi dung cap Tiéu
hoc lién quan dén: Chat luong gido duc, cong tac xay dung truong dat Chuan
qudc gia, cong tac Pho cap tiéu hoc ding d6 tudi, xay dung Trudng hoc than
thién, hoc sinh tich cuc, cong tac Tuyén sinh, cdng tdc Boi dudng thudng xuyén;
phoi hop thyuc hién cong tic Kiém dinh chat lwong gido duc; danh gia Chuan
hiéu truong, phd hiéu truéng va giéo vién cap Tiéu hoc;

Xay dung Ké hoach té chic céc hoat dong gido duc nhu : Giao lwu hoc
sinh gidi, phu dao hoc sinh yéu kém, kiém tra hoc ky, tong hop béo céo két qua
cac hoat dong chuyén mon; phu trach céng tdc Day thém — Hoc thém trong va
ngoai nha trudmg ddi vai cap Tiéu hoc;

Thanh vién cac Ban chuyén mon cua cap Tiéu hoc; to truong cac To
chuyén biét cua cap Tiéu hoc;

Tham muu Kinh phi hoat dong cua cap Tiéu hoc;

Thuc hién cac nhiém vu khac khi Lanh dao phan cong.

bién thoai co quan: 05003 637 499; Db: 0983 348 116

Email: hoangtanpgd @gmail.com

3. Bo phan THCS: Lé Thi Bao Thi

Phu trach chuy&n mén cap THCS, cdng tac Khao thi, quan Ii cap phat Van
bing Chtng chi;
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Xay dung ké hoach chi ¢ao chuyén mon, phu trach céc noi dung lién quan
dén: Chat luong gido duc cap THCS, cong tac Tuyén sinh, xay dung Trudng hoc
than thién, hoc sinh tich cuc, cong tac xay dung truong dat Chuan quéc gia cap
THCS, cong tac Boi dudng thuong xuyén, danh gia Chuan hiéu truong, pho hiéu
trudng va gido vién cip THCS; phdi hop thuc hién cong tic Kiém dinh chat
lugng gido duc; phu trach cdng tac Pho cap giéo duc cdp THCS; tham muu cac
ndi dung lién quan dén cdng tac Thanh tra - Kiém tra, cong tac Tiép dan;

Xay dung Ké hoach t6 chuc cac ky thi khao sat chat lwong, thi hoc sinh
gioi, phu dao hoc sinh yéu kém, kiém tra hoc ky, tong hop bao céo két qua céc
ky thi va kiém tra; phu tréch cong tac Day thém — Hoc thém trong va ngoai nha
truong d6i véi cap THCS;

Thanh vién cac Ban chuy&n mon cua cép hoc;

Tham muu Kinh phi hoat dong ctia cap THCS;

Thuc hién cac nhiém vu khac khi Lanh dao Phong phan cong.

bién thoai co quan: 0500 3637 075 Db: 0902 445 788

Email: newthtrung80@yahoo.com.vn

4. By phan TCCB — TKTH: BUi Thi Héng Thuong

Phu trach cong tac T6 chuc can bo, Thong ké - Tong hop, Bdi dudng
thuong xuyén; phu trach mén Tiéng Anh cap Tiéu hoc va THCS, Thu ki co
quan;

Tham muu kinh phi hoat dong cia bo phan;

Thuc hién cac nhiém vu khac khi Lanh dao Phong phén cong.
bién thoai co quan: 0500 3637 075 Db: 0914 280 619
Email: hongthuong7979@gmail.com

5. Bo phan Hoat déng ngoai gio' 1én 16p — Thw vién, thiét bi - Y té
truong hoc: Nguyén Thanh Hung, Vii Vin Tuyén

Phu trach céc hoat dong Gido duc ngoai gio 1én I6p, Poan — Doi, cbng tac
Thu vién, Thiét bi, Y té truong hoc;

Tham muu, chi dao, tong hop ché do chinh sach nguoi hoc, cong tac
Khuyén hoc, du tri kinh phi hoat ¢6ng phong trao;

Tham muru kinh phi hoat dong caa bo phan;

Thuc hién cac nhiém vu khac khi Lanh dao Phong phan cong.
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bi¢n thoai co quan: 0500 3637 075

Nguyé&n Thanh Hung Vii Vin Tuyén
DD: 0906 411 788 DD: 0976 634 484
Email: hungpgd@gmail.com Email: tuyenpgd @yahoo.com.vn

6. Bo phan TPDKT — CNTT: Lwong Chi

Phu trach cong tac Thi dua- Khen thuong, tng dung Cong nghé thong tin
ctia Nganh, cdng tac Kiém dinh chat luong;

Tham muu cho Trudng phong cac ndi dung lién quan dén cdng tac Thi
dua - Khen thudng; tham muu bd sung Co sé vat chit va cac noi dung Tap huan
chuyén mon lién quan dén ung dung CNTT cuia nganh;

Tham muu kinh phi hoat dong cua bd phan;

Thuc hién mot sé nhiém vu khac khi Lanh dao Phong phan cong.
bién thoai co quan: 05003 637 499 Db: 0934 808 029
Email: luongchildc@gmail.com

7. B6 phan GDTX: Truwong Quéc Toan

Phu trach cong tac Gi4o duc thudng xuyén ciia Nganh. Truc tiép phu trach
cdng tac Bo tic van hoa thi tran Bubn Trap;

Tham muu cho Lanh dao Phong ké hoach chi dao va lam viéc truc tiép
v6i Cén bo phu trach cong tac Phd cap gido duc, can bo phu trach cac Trung tam
hoc tap cong dong, du tri kinh phi hoat dong Phd cép gido duc;

Tham muu kinh phi hoat dong GDTX;
Thuc hién mot s6 nhiém vu khac khi Lanh d¢ao phan cong.
bién thoai co quan: 05003 637 499 Db: 0984 949 569

Email: toanctdkO7@agmail.com

8. Bo phan Tai vu

a) Nguyén Thi Binh

Phu trach Ké toan, tham muu cho chu tai khoan vé cong tac Quan Ii tai
chinh ctia Nganh, ngan sach thuoc Chuong trinh muc tiéu qudc gia, kinh phi
hoat dong cac bac hoc, kinh phi chwong trinh dam bao Chét lugng gido duc
treong hoc, tham muu cho UBND huyén vé viéc 1ap du toan, phan bo ngan sach
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cho cac don vi dy toan trudng hoc, tham tra, theo doi sb licu quyét toan hang
nam cua Nganh.

Thuc hién cac nhiém vu khac khi Lanh dao Phong phan cong.
bién thoai co quan: 05003 637 016 Db :0124 777 5599
Email: nguyenbinh@yahoo.com.vn

b) Ha Thi Té Loan

Tiép nhan cac nhu cau vé CSVC ctia cac don vi, khao sat thuc té tai cac
don vi khi c6 yéu cau cua lanh dao va khi c6 du an dugc cép vé Nganh, lap hd
so dau vao cta du 4n va tham muu nh dao trinh céc cép vé nhu cau von cia
Nganh, kiém ké va thong ké tai san cta toan Nganh theo dinh ky hang nam;

Phdi hop v6i dong chi Nguyén Thi Binh trong cong tic Lap dy toan va
phan bd ngan sach cho cac don vi;

Thuc hién cac nhiém vu khac khi Lanh dao Phong phan cong.
bién thoai co quan: 05003 637 016 DDb: 0934 776 556

Email: haloanphonggiaoduc@agmail.com

9. B§ phéan Vin thu luu triv: Cao My Huyén Tram

Phu trach cong tac Van thu, hru trir, mua sam Van phong phdm, nudc
udng cho co quan;

Quan ly, ghi s6, hudng dan viéc tiép dan cua Phong Gido duc va Pao tao;
Thuc hién cac nhiém vu khac khi Lanh dao Phong phan cong.

bién thoai co quan: 05003 637 016 DDb: 0974021439

Email: caotram89@gmail.com

10. Bo phan Bao vé - Lai xe:

a) Tran Ngoc TU

Bao Vé co quan, phu trach Vé sinh, nuéc udng. Chuan bi Am thanh, Loa
may, Co s& vat chat trong Phong hop; Chiam séc cay canh, khudn vién cia co
quan;

Thuc hién cac nhiém vu khac khi Lanh dao Phong phén cong.
b) Tran Vin Hung

Lai xe co quan, phu trach phuong tién phuc vu cong tac cua Lanh dao va
cac bo phan chuyén mén ctaa Phong.

Thuc hién cac nhiém vu khac khi Lanh dao Phong phan cong.
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bi¢n thoai co quan: 05003 665 859

Tran Ngoc TU Tran Vin Hing

Db: 0935951 294 Db: 0983 637 993

Trén day la van ban phan cong nhiém vu cong tac cua ting thanh vién
thuoc co quan Phong Gido duc va Pao tao huyén Kréng Ana, trong qué trinh
thuc hién nhiém vu cdng tdc chuyén mén néu viéc phan cong chua hop ly s&
duoc diéu chinh, b sung cho phil hop chirc ning, nhiém vu, quyén han, co ciu
t6 chuc va bién ché cua Phong Gido duc va Pao tao.

Phong Gio duc va Dao tao Krong Ana thong bao dén cac don vi trudng
hoc truc thudc, ¢4 nhan CB, CC, VC trong don vi, co quan céac cap va céc don vi
c6 lién quan dé thuan tién trong lién hé cong tac. Van ban nay c6 hiéu hec ké tir
ngay Ky va thay thé cac vin ban c6 noi dung twong t trude do./.

Noi nhgn: .+ ERUONG PHONG
- S6 GD&DT; } (thay B/c); Py )
- TT HU, HBND, UBND huy¢n; %

- UBND céc xa trong huyén;

- Lanh dao, cac B phan;

- Cac truong MN, TH, THCS trong huyén;
- Luu Van thu.



