UBND HUYEN THANH HA
TRUONG THCS THANH HONG

THONG KE PON VI THEO CHUC NANG, NHIEM VU

(Kém theo Pé dn vi tri viéc lam s6 01/PA-VTVL-THCSTH, ngay 10 thang 10 nam 2023 ciia Truong THCS Thanh Hong)

Biéu miu sb 01

STT

Tén cong viéc

Ghi cha

Cong viéc linh dao, quin Iy, diéu hanh

1  [Cong viéc thir nhat: Cong tac t6 chirc nha truong

2  |Cong vi¢c thu hai: Cong tac tai chinh ctia nha trudng

3  |Cong vi¢c thu ba: Cong tac day va hoc

4 |Cong viéc thur 4: Cong tac kiém tra ndi bo

5 |Cong vigc thu 5: Cong tac gido duc dao dire va phong trao hoc sinh

6  |Cong viéc thir 6: Cong tac vé co so vat chat nha trudng

7 |Cong viéc thir 7: Lao dong. Hudng nghiép. Day nghé. Phd cap gido duc

8  |Cong viéc thir 8: Cong tac kiém dinh chét lugng, danh gia nha truong

9  |Cong viée thir 9: Cong tac xay truong dat chudn qubc gia

10 |Cong viée thtr 10: Cac cudc van dong va phong trao thi dua

11 |Cong viée thir 11: Boi dudng can bo, gido vién, nhan vién

12 |Cong viéc thir 12: Cong tac thuc hanh tiét kiém; phong chdng tham nhiingplang.phi; giai quyét khiu nai, t6 cao; tiép cong dan

13 |Cong viéc thir 13: Cong tac thi dua-khen thudng nha truong, cong tac danh gia, xép loai vién chirc

14 Cong viéc thir 14: Cong tac an toan truong hoc

15 |Cong viée thir 15: Hoat dong ngoai gio 1én 16p

16 |Cong viéc thir 16: Phu trach cac to

17  |Cong viéc thir 17: Cong tac van héa van nghé, thé duc thé thao

18 |Cong viéc thtr 18: Cong tac xa hdi hoa gido duc

19  |Cong viéc thir 19: Cong tac tuyén sinh

20  |Cong viéc thtr 20: Cong tac Bao hiém cac loaf; y té hoc duong...

Il |Cong viéc hoat dong nghé nghiép chuyén nganh

1 |Cong viéc thir nhit: Xay dung ké hoach c4 nhan, bd mon, chii nhiém 16p trong ndm hoc

2 |Cong viéc thi hai: Cong tac giang day (Tu hoc, tu bdi dudng chuyén mén, soan giang, chim, tra bai...) C ] L »

3 |Cong viée thi 3: Gido duc dao duc, huéng nghiép, k¥ nang séng cho hoc sinh B-a ,0 gom cac o ongAVIécACdaA glao vien truec tlép
i 2 . giang day (gido vién bg mdn cac mén hoc) va

4 |Cong viéc thlr 4: Panh gia xép loai hoc sinh cu6i hoc ky, cudi nam hoc. cdng viéc cua giao vién lam cdng tac chu nhiém

5 |Cong vigc thu 5: Boi dudng hoc sinh gidi, phu dao hoc sinh yéu kém. lop

6  |Cong viéc thir 6: Thuc hién cong tac thi nghi€m, thuc hanh, khai thac sir dung thiét bi day hoc.




Cong viéc thir 7: Phbi hop voi phu huynh hoc sinh dé gido dyc hoc sinh

Cong viée thur 8: Xét duyét két qua thi dua khen thudng hoc sinh cudi hoc ky, cudi ndm hoc

9  |Cong viéc thir 9: Chii nhiém 16p va tu van tim 1y Itra tudi

Il |Cong viéc hoat ddng nghé nghiép chuyén mén ding chung

Cong viéce thur 1: Van thu, thu quy

Cong viéc thir 2: Ké toan

Cong viéce thur 3: Thu vién

Cong viéc thir 5: Y té truong hoc

1
2
3
4 |Cong viée thir 4: Thiét bi-thi nghiém
5
6

Cong viéc thir 6: Cong nghé thdng tin

GV Kiém nhiém

IV |Cong viéc hd trg, phuc vu

1 |Cong viéc thir nhat: Bao vé

HDBLD (vu vigc)

Ghi chu:

1. Chi théng ké nhitng cong viéc cd tinh chét thgbng xuyén, lién tuc, én djnh, l’éu dai, lap di lap lai co t{nh chu ky ma don'wissumnghiép cong 1ap thuc hién,, gém: . ) )
+Nhimg cong viéc lanh dao, quan 1y, diéu hanh cia nguoi dimg dau, cap pho cua nguoi ding dau don vi sy nghiép céng 1ap va nguoi dimg dau, cap pho cia nguoi dimg dau cac to chue cau thanh cua don
vi su nghiép cong 1ap do co quan c6 tham quyén quy dinh (k& ca nhling nguoi lam viéc & cac vi tri, chitc danh dugce phapTaat quy dinh la cong chuc);

+ Nhirng cong viéc thyc thi, thira hanh mang tinh chuyén mén, nghiép vu cua vién chirc, trong d6 tach rd¢

+ Cong viéc thyc thi, thira hanh thudc vé chuyén nganh, linh vyc hoat dong nghé nghiép cua don vi synghi€p cong 1ap (sau day goi chung la cong viéc hoat dong nghé nghiép); }
+ Cépg viéc thyec thi, thira hanh mang tinh phuc vu g:ho cong tac lanh dao, quan 1y, dicu hanh va hoat déng nghé nghiép cuia don vi sy nghiép cong lap ( goi chung la cong viéc ho trg, phuc vu).
2. Khong thong ké nhiing cong viéc ¢6 tinh thoi vu, dot xuat hodc cong viéc khong thudc chirc nang, nhi€ém vu ciia don vi sy nghi€p cong 1ap, hodc cong viéc mang tinh kiém nhi¢m nhu cong tac dang, doan, cong

doan (trur cong tac doan, ddi tai cac huong hoc cd quy dinh riéng)

NGUOI LAP BIEU
(Ky va ghi 15 ho tén)

Nguyén Thi Nga

HIEU TRUONG
(Ky tén, dong déu

Nguyén Sinh Hi¢p



UBND HUYEN THANH HA

PON VI: THCS THANH HONG

PHAN NHOM CONG VIEC

(Kém theo Pé dan vi tri viéc lam s601/PA-VTVL-THCSTH, ngay 10 thang 10 nam 2023 ciia truong THCS Thanh Hong) Biéu miu s6 02

STT

Nhoém cong viéce

Cong viéc

Nhom cong viée lanh dao, quan Iy, didu hanh

INhom lanh dao don vi

11

Cép truwéng don vi sy nghiép cong lap

Cong viée 1: Xay dung, t6 chirc bd may nha trudng; bd nhiém td trudng) 0 pho; tb chirc thanh 1ap hoi dong truong

Cong viéc 2: Té chue xdy dung chién luge, tAm nhin, muc tiéw, quyzhoach phat trién nha truong; quy ché td chirc va hoat dong cua nha
truong; ké hoach gido duc hang nam cta nha truong dé trinh¢hdi dong truong phé duyét va to chie thyc hién

Cong viéc 3: Thyc hién cac quyét dinh hodc két luan cuahoéi déng truong

Cdng viéc 4: Bao cao, danh gia két qua thyuc hién ké.hoach giao duc cua nha truong va cdc quyét dinh cua hoi dong truong trude hoi dong
trurong va cac cap co tham quyén

Cdng viéc 5: Thyc hién tuyén dung, quan ly giéo vién, nhén vién; ky hop dong lao dong, tiép nhan, diéu dong gido vién, nhan yién; quan
Iy chuyén mon; phéan cdng cong tac, kiém tra, danh gia xép loai gido vién, nhan vién; thuc hién cong tac khen thuang, ky luat doi vai gido
Vién, nhan vién theo quy dinh cua phap Juat;

Cong viéc 6: Quan Iy hoc sinh va cac hoat @ong cua hoc sinh do nha truong to chic; xét duyét ket qua danh gid, xep loai hoc sinh, ky xac
nhan hoc ba va quyét dinh khen thwong, ky luat hoc sinh

Cong viéc 7: Quan ly tai chinhva tai san va moi hoat dong gido duc, hoat dong khac cta nha truong

Cong viéc 8 Thuc hién cag ché,dé-ehinh sach ciia Nha nuée doi véi gido vién, nhan vién, hoc sinh; thuc hién quy ché dan chu, trach nhiém
giai trinh cta nguoi dung dau c¢6 sG gido duc trong t6 chic hoat dong cta nha truong; thuc hién cong tadc xa hoi hod gido duc cua nha
truong

Cong viéc 9: Chi daeithuc hién cac phong trao thi dua, cac cudc van dong; thuc hién cong khai d6i véi nha truong va xa hoi theo quy dinh
cua phap luat

Cong vige thi 10:°COng tac thuc hanh tiét kiém; phong chong tham nhiing, 1ang phi; giai quyét khiéu nai, to céo; tiép cong dan

Cong viéc thir 11: Cong tac kiém tra ndi bo; boi dudng doi ngit

Céng viéc thir 12: Cong tac kiém dinh chat lugng, xay dung trudng chuan quoc gia

Congwviéc thir 13: COng tdc dam bao an ninh, an toan truong hoc

Cong viéc thir 14: XDKH, bd tri nguon lyc d€¢ XDPT CSVC, TB&CN nha trudong

Cong viéc thtr 15: Phan cong nhi€ém vy cho CBGVNV

Cong viéc thu 16: Ky Hop dong lao dong

Cong viéc thir 1: Phuy trach cong tac day va hoc (XDKHCM, THCT-KHDH; Héi thi hdi giang; XD TKB...)

Cong viéc thir 2: Cong tac kiém tra ndi bd

Cong viée thur 3: Cong tac kiém dinh chét lugng, xay dung truong chuén quéc gia

Cong viéc thir 4: Phy trach cac t6 chuyén mon theo phan cong ciia cip truong

Cong viéc thur 5: Boi dudng can b, gido vién, nhan vién




Cong viéc thir 6: Cong tac gido duc dao dirc va phong trao hoc sinh

Cong viéc thu 7: Hoat dong TNHN va HD gido duc ngoai gio 1én

Cong viéc thir 8: Cong tac vin hoa vin nghé, thé duc thé thao

1.2 ccéﬁn%‘?gg Ciia ngudi dimg dau don viswnghiép | 500 viac iy 9: Cac cude van dong va phong trio thi dua , - ’ ,
) Cong viéc thir 10: Phdi hgp voi cap trudng: thuc hanh tiét kiém; phong chong tham nhiing, 1ang phi; giai quyét khiéu nai, t6 cao; tiép
cbng déan
Cong viéc thr 11: Cong tac an toan truong hoc
Cong viéc thir 12: Cong tac xa hdi hoa gido duc
Cong viéc thr 13: Quan ly, st dung, khai thac co so vat chat, TB&CN nha truong
Cong viéc thir 14: Lao dong. Huéng nghiép. Day nghé. Phé cap gide due
Cong viéc thir 15: Cong tac Bao hiém cac loai, Y té hoc duong
T Nhom cong viée hoat dong nghé nghiép chuyén
nganh
INhoém cong viée 1
Cong viée thir 1: Xay dung ké hoach c4 nhan, bd mén,chif hthiém 16p trong ndm hoc
Cong viéc thir 2: Cong tac giang day (Ty hoc, tu béidudng chuyén mén, soan giang, chim, tra bai...)
Cong viéce thtr 3: Gido duc dao dic, hudng nghiép, k¥ nang séng cho hoc sinh
Nhom cong viéc cia gido vién (bao gém cd giéoC6ng viéc thir 4: D‘:Slnh gia xép loai hoc&inh cubirhoc ky, cudi nim hoc.
1 \vién tryc tiép giang day — GVBM va gi&o vién 1am{Cong viéc thir 5: Boi dudng hoc sinh'gioi, phu dao hoc sinh yéu kém.
cong tac chu nhi¢m) Cong viéc thtr 6: Thuc hién cong tac thi nghiém, thuc hanh, khai thac st dung thiét bi day hoc.
Cong viéc thir 7: Phdi hop v&i,cae.LLGD, phu huynh hoc sinh dé gido duc dao dic, KNS, phép ludt cho hoc sinh
Cong vi€c thir 8: Xét duyét Két qua thi dua khen thudng hoc sinh cudi hoc ky, cudi nam hoc
Cong viée thir 9: Chu nhiém 16p va tu van tam 1y ltra tudi
2 [Nhom cong viée 2
Cong viéc thit1* X4y dung ké hoach c4 nhan, bo mon.
Cong vicc thur2: Cong tac giang day.
Cong.yide.thir 3: Cong tic Thiéu nién, Nhi dong
] . Cong viéc thtr 4: Gido duc dao duic, k¥ nang séng cho hoc sinh
1 NlAl.() m edng vige ?}ia gié.? vién Tong phy trich Cong viéc thir 5: Panh gia xép loai hoc sinh cudi hoc ky, cudi nim hoc.
Poi TNTP (GV kiém nhiém) - ——— — 2 -
Cong viéc thtr 6: Khai thac st dung thiét bi va d0 dung day hoc
Cong viéc thir 7: Phbi hop voi cdc LLGD va phy huynh hoc sinh dé gido duc dao dirc, KNS, phap lut...cho hoc sinh
Cong viéc thir 8: Xét duyét két qua, thi dua khen thudng hoc sinh cubi HK, nim hoc.
Cong viée thtr 9: Cac cudc van dong va phong trao thi dua
i Nhém Fﬁng viéc hoat dong nghé nghiép chuyén
mon dung chung
Nhoém cong viée 1: Cong viéc thir 1: Nhan cong vin, phan loai cong vin, tham muu cho 1dnh dao ban hanh va xt 1y cong van.
1 [Nhian vién Vin thw — Tha quy

Cong viéc thtr 2: Soan thdo; Quan ly, Luu trit cong vin di-dén theo quy dinh




Cong viéc thu 3: Thu va chi theo quy dinh

Cong viée thir 4: Quan 1y s6 sach theo quy dinh

Cong viée thir 5: Quan 1y tién mit theo quy dinh

Nhom cong viéce 2:
Nhin vién ke toan

Cong viéc thir 1: Thu thap, xir 1y thong tin, s6 liéu ké toan

Cong viée thur 2: Kiém tra, giam sat cac khoan thu, chi tai chinh, cac nghia vu thu, ndp, thanh toan no, kiém tra viéc quan ly, sir dung tai
san va ngudn hinh thanh tai san; phat hién va ngin ngira cac hanh vi vi pham phép luat vé tai chinh, ké toan.

Cong viéc thir 3: Phan tich thong tin, sd liéu ké toan; tham muru, dé xuat giai phap phuc vu yéu cau quan tri va quyét dinh kinh té, tai
chinh cua don vi.

Cong viée thir 4: Cung cip thong tin, s6 liéu ké toan theo quy dinh ctia phap lut.

Cong viéc thur 5: Thuc hién quy dinh hién hanh vé chue nang, nhiém-vacua ké toan

Cong viéc thir 6: Quan 1y hd so vién chirc

Nhém cong viée thir 3:

Cong viéc thur 1: Quan ly sach, bao ctia don vi theo quy dinh

Cong viéc thtr 2: Theo ddi, quan 1y viéc gido vién va hocsinh muon, trd sach

Bao vé

3 A en o . p
Nhan vién thu vi¢n Cong viéc thir 3: Tiép nhan, bo sung sich, tai liéu tham'khae cho gido vién va hoc sinh
Cong viéc thur 4: Truc phong doc theo quy dinh
Cong viéc thur 1: Quan ly phong thi nghiém va cae phong chuc nang theo quy dinh
) Cong viée thir 2: Quan 1y, bao dudng hod.chit
4 Nhém Cong viée thir 4: Co e thir 3: L2 s sinh d Siehi®in. thiét bi thue hanh
Nhan vién thiét b thi nghi¢m ong viec thu 3: Lam ve sﬂm ung cuthraghiém, thiet b1 thyc han
Cong viéc thtr 4: Quan 1y s6 dang ky day thi nghiém
Cong viéc thu 5: Chuén bi hod chat va dung cu thi nghi¢m, thiét bi cho gido vién
Cong viée thu 1: Phéi hop TY Taxd thuc hién cham soc stc khoé va so ctru ban dau cho can b, gido vién, nhan vién va hoc sinh
5 Nhom cong viée thir 5: Cong viéc thir 2: Phitiop TTYT huyén: Kham ste khoé ban dau cho hoc sinh theo ké hoach
Y té truwong hoc Cong viée thir 3: Luu githsd y ba ctia can bo, gido vién, nhan vién va hoc sinh
Cong viéc thir 4: Qdan 1y tai san, hd so duoc phan cong theo quy dinh
6 Nhom Cong viée thir 6: Cong viéc.thir 1; H&tro cong tac ung dung cong nghé thong tin trong quan 1y va giang day.
Cong nghé thong tin Cong vitethir 2: Quan 1y toan bd hé théng may tinh, ing dung, phin mém cua trudng
IV [Nhém céng viéc hd tro, phuc vu
Cong vi€c thur 1: bdo dam ANAT truong hoc; quan ly, bao vé toan b CSVC... nha truong
o n Cong viéc thir 2: Mo khéa cong, cira cac phong hoc, phong lam viée ding chung
INhoém cong viée 1 - n - ~ : . ) ; - T .
1 Cong viéc thtr 3: Quan 1y, trong coi phuong tién cia CBGVNYV — NLD va hoc sinh, PHHS, khach dén lién hé cong tac...

Cong viéc thtr 4: Lao cong v¢ sinh toan bg khudn vién

Cong viéc thtr 5: Truc bao v€ 24h/24h hang ngay va thuc hién cac cong viéc khac theo HDLD

NGUOI LAP BIEU
(Ky va ghi rd ho tén)

Nguyén Thi Nga

THU TRUONG CO QUAN, PON VI
(Ky tén, dong déu)

Nguyén Sinh Hiép




UBND HUYEN THANH HA
PON VI: THCS THANH HONG

‘ , CAC YEU TO ANH HUONG ‘
(Kem theo Dé an vi tri viéc lam s001/PA-VTVL-THCSTH, ngay 10 thang 10 nam 2023 cua truong THCS Thanh Hong)

Bi¢u mau so 03

STT

Cic yéu td anh huéng

Mikc do anh hwéng

Cao

Trung binh

- Ghi cha
Thap

Ché do cong viéc

Pham vi hoat dong

Tinh da dang v& linh vuc hoat dong

Tinh chit, dic diém cta hoat dong nghé nghiép

Pl Bl e

M6 hinh td chitc va co ché hoat dong

Mtrc d6 hién dai hoa cong so

~N|o|loa|h|W|N|FE

Céc yéu t6 khac (néu co)

NGUOI LAP BIEU
(Ky va ghi 16 ho tén)

Nguyén Thi Nga

THU TRUONG CO QUAN, PON VI
(Ky tén, dong déu)

Nguyén Sinh Hi¢p




UBND HUYEN THANH HA
PON VI: THCS THANH HONG

THONG KE THUC TRANG DOI NGU VIEN CHUC TRONG PON VI SU NGHIEP PEN NGAY 01/11/2023
(Kem theo Dé dn Vi tri viéc lam 5601/PA-NTVL- THCSTH, ngay 10 thang 10 nam 2023 ciia trwong THCS Thanh Hong)

Biéu miu s6 04

Neiv. fhé sm sinh I\glﬁgtu)/én Trinh d6 chuyén mon cao nhét
g4y, thang, nam sm , . Nhiém vu dang . - , N ; A Chimg chi,
STT Pon vi / Ho va tén Chucdvufhuc dam nhan | Y2290 don Ngf}f (Cﬁfc ‘?nh nehel T chuyen Trinh dd | 1 b 46 tin hoe | bdi dudng | Ghi cha
Nam NG an quan |7 nghiép) hién dang gilt |Tyinh @s| P o ngoai ngit nehién vu
u , | vidang . nganh dugc H¢ dao tao ghicp vu
nha |, i dao tao .
_ |lam viée daostao
nuoc
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
I |Ban Gidam hiéu
TCCT
QLGD
01 |NguyZn Sinh Higp | 13/11/1975 HT Quan I chung | 1996 | 1996 | GVTHCS hang 1T {“PH | Ngit vin Taichic | A2 Anh| Tin hoc co ban [5220GC
co ban
pccc
I T6 khoa hoc tu
nhién
1 [Nguyén Huy Quan | 20/7/1966 GV GV GDTC |1988 | .1988*"GVTHCS hang Il | PH | TDTT Chinh quy A2 Anh | Tin hoc co ban
2 [BUi Thi Thuy 20/12/1978| TTt6 KHTN | GV Toan | 2000 [,2000 [ GVTHCS hang Il | PH | Toan | Vualam virahoc | A2 Anh | Tin hoc co ban| PCCC
3 |Hoang Thi Hoan 12/5/1976 GV GV Sinh  [.2000 %2000 | GVTHCS hang 111 | DH | Héa hoc | Vira Iam vira hoc | A2 Anh | Tin hoc co ban| KHTN
4 |Nguyén Thi Xuyén 21/11/1978 GV GV Toan 20007 2003 |GVTHCS hang I1l| BH Toan Vura lam vira hoc | A2 Anh | Tin hoc co ban
5 [Nguyén Thi Lan 23/5/1979 GV GV GPTC | 2005 | 2002 | GVTHCS hang 1l | PH | GDTC Tai chiic A2 Anh | Tin hoc co ban | PCCC
6 |Pham Thi Hoat 27/11/1989 GV GV, Tean 2017 | 2017 |GVTHCS hang I1l| PH Toén Chinh quy A2 Anh | Tin hoc co ban
7 D& Thi Thiy Van 18/3/1992 | TP t6 KHTN_ |+ “GV=Hda | 2017 | 2017 |GVTHCS hang llI| BH | Héa hoc Chinhquy | A2 Anh | Tin hoc co ban| KHTN
8 [Nguyén Thi Yén 27/02/1984 GV GVi M thuat | 2016 | 2022 | GVTHCS hang Il | DH | Mi thut | Vra 1am vira hoc | A2 Anh | Tin hoc co ban
A KHTN
9 |Vii Thi Thu Héng 29/11/1993 GV GV Li 2022 | 2022 |GVTHCS hang Il | PH | Vatli Chinhquy | A2 Anh |Tinhoc coban| pcce
111 [T khoa hoc x& hi
1 |Nguyén Thi Linh 13/6/1979 | TT™S KHXH | GV Ngit van | 2001 | 2001 |GVTHCS hang 11| PH | Ngit van | Vira lam vira hoc | A2 Anh | Tin hoc co ban| PCCC
PCCC
2 |Bui Thi Tuoi 20/5/1979 GV GV Dia |2000| 2005 | GVTHCS hang Il | PH | Diali Tai chiic A2 Anh | Tin hoc co ban | [.S&PL
Tiéng
3 |Lé Thi Nguyeét 14/02/1982| TPt KHXH | GV T.anh | 2005 | 2003 | GVTHCS hang Il | DH | T.anh Tai chuc B2 Anh | Tin hoc co ban Trugg
NVSP
Nguyén Thi Thiéu 12/7/1983 GV GV St 2011 | 2006 | GVTHCS hang Il | BPH | Lich sir Chinh quy A2 Anh | Tin hoc co ban | LS&DPL
Pham Thi Trinh 04/6/1977 GV GV Ngit van | 2006 | 2006 | GVTHCS hang 11| DH | Ngit vin | Vira 1am vira hoc | A2 Anh | Tin hoc co ban
Pham Thij Tuyét 27/4/1983 GV GV Am nhac | 2016 | 2013 |GVTHCS hang Ill | PH | Am nhac | Vira lam vira hoc | A2 Anh | Tin hoc co ban | PCCC




GDTC
7 |V Thi Son 10/3/1985 GV GV GDCD |2016 | 2017 |GVTHCS hang 1l | PH | GDCD | Vura hoc vira lam | A2 Anh | Tin hoc coban| TvTL
GDTC
8 |Quéach Thi Duyén 20/3/1988 GV GV T.anh | 2017 | 2011 |GVTHCS hang Ill| PH | T.anh Chinh quy B2 Anh | Tin hoc co ban | Tieng
Trung
9 |Pang Thi Nga 21/06/1992 GV GV Ngit vin 2020 PH | Ngir vin Chinh quy B Anh | Tin hoc co ban oorong .
x . . 5 Chinh quy . .| NVSP | 4
10 |Nguyén Thi Hang 05/10/1993 GV GV Ngit van 2021 PH | Vén hoc A2 Anh | Tinhoc coban | opTC | bienché
IV [T Vin phong
1 |Lé Thi Hong 03/10/1968 NV Kétoan | 1994 | 2019 PH | Ké toan Tai chac B Di‘jggﬁ“
2 |Nguyén Thi Nga 20/8/1985 NV Van thu 2009 | 2020 PH | Luutr¥r I Vra lam vira hoc |T.Anh B B PCCC
3 |Pham Trung Hiéu | 25/06/1954 B4o vé 2023 HD v vide
Ghi cha:

- Cot 6: Sau khi D& 4n vi tri vi§c lam guqc phé duyét thi thay " nl}iém vu dang dam nhan" bé’lng "Vi tgi viéc lam dang dam nhan"
- Co6t 9: Sau khi co quan c6 tham quyén ban hanh chirc danh nghé nghiép thi ghi theo chitc danh nghé nghiép.

- Xay dung kém bao cao danh gia thyc trang dap tmg yéu clu cong viéc, b tri, sir dung va hiéu qua thyc hién hiém vu ctia d6i ngli vién chirc va nguoi lao dong ¢ don vi tai thoi diém xay dung dé an, gém

cac ndi dung:

'+ Panh gi4 viéc dap tmg va sy phi hop véi yéu ciu, nhiém vu ciia doi ngii vién chic va nguoi lao dong;

'+ Panh gia viéc b tri, st dung va nang luc, hiéu qua cong viéc thuc té cua ting vién chure theo nhiem'wu dang dam nhan.

- Trong phén ghi cht dé nghi cac don vi ghi 16 ngudi lao dong nao "trong bién ché

NGUOI LAP BIEU

(Ky va ghi rd ho tén)

Nguyén Thi Nga

ngoai bién ché", "hop déng 111”.

THU TRUONG CO QUAN, PON VI
(Ky tén, dong diu)

Nguyén Sinh Hiép




UBND HUYEN THANH HA
PON VI: THCS THANH HONG

DANH MUC VI TRi VIEC LAM CUA PON VI SU NGHIEP

(Kém theo Pé dan vi tri viéc lam s601/PA-VTVL-THCSTH, ngay 10 thang 10 ndm 2023 ciia truong THCS Thanh Hong) Biéu méu sé 05
S6 lwgng vi Ch‘:rc danh Hang ciia Xac dinh so lwgng ngudi lam vige cin thiét
STT Danh muc vi tri viéc lam ri Viéc lz‘m; nghe nghiép chirc danh
i twong img | nghe nghiép( |\, Nam 2023 |Nam 2024 | Nam2025 | Nam 2026
| [Tén vi tri viéc lam gin vé6i cong viéc linh dao, quan 1y, diéu hanh 02 GV THCS Hang I 20 25 25 25
1 |Vi tri cAp truong don vi sw nghiép cong lap 01 GV THCS Hang Il 01 01 01 01
2|Vi tri cAp pho ciia ngudi ding diu don vi sw nghiép cong 1ap 01 GV THCS Hang Il 0 01 01 01
3|Vi tri cAp truong don vi thude hodc tre thude 0 0] 0 0 0 0 0
4|Vi tri cap pho cua ngudi ding dau don vi thude hodc trye thude 0 0 0 0 0 0 0
Il [Tén vi tri viéc 1am géin véi cong viée hoat dong nghé nghiép chuyén nganh 20
16 GV'THCS Hang Il
1|\Vi tri viéc lam gi&o vién THCS ang 07 07 16 16
04 GV THCS Hang Il1 10 13 04 04
i Tén vi tri viéc lam gén véi cong viéc hoat ddng nghé nghiép chuyén mén dung 03
chung
1|Vi trf vige lam Van thu-Tha quy 01 Luutravien - hg v 01 01 01 01
trung cap
2|Vi tri viéc 1am Phu trach Ké toan 01 Ké toan vién Hang 11 01 01 01 01
3|Vi tri viéc lam Thu vién 01 Thu vién vién | Hang IV 0 01 01 01
e ST Nhén vién
4\Vi tri viéc lam Thiét bi, thi nghiém 0 TBTN Hang IV 0 0 0 0
5\Vi tri viéc 1am Y té truong hoc 0 0 0 0 0 0 0
6|Vi tri viéc lam Cdng nghé thong tin 0 0 0 0 0 0 0
IV [Tén vi tri viéc lam g{in v6i cong viéc hd trg, phuc vu 0
1|Vi tri viéc 1am Bao vé 0 0 0 0 0 0 0
Ghi chu: ) )
-O ¢0t chire danh nghé nghiép twong (mg: ghi ngach/chirc danh hién dang gii
-Cot hang chirc danh nghé& nghiép ghi twong Gmg nhu sau: hang I; hang II; hang III; IV.
NGUOI LAP BIEU THU TRUONG CO QUAN, PON VI
(Ky va ghi rd ho tén) (Ky tén, dong dau)

Nguyén Sinh Hiép



UBND HUYEN THANH HA
PON VI: THCS THANH HONG

‘ BAN MO TA CONG VIEC CUA VI TRi VIEC LAM ‘
(Kem theo Dé an vi tri viéc lam so 01/DA-VTVL-THCSTH, ngay 10 thang 10 nam 2023 cua truong THCS Thanh Hong)

Biéu miu s6 06

Vi tri viéc 1am Cong viéc chinh phai thwe hién San phim diu ra So lugng
STT . . nguoi lam
Tén san pham Keét qua thue 36 o
Tén vi tri viéc 1am | STT Tén cong viée P oo | vieecan
daura hién trong nam thiét
| [Tén vi tri vige lam gén véi cong 02
viéc 1anh dao, quan ly, diéu hanh
o a A un A oo %0 o | Thanh lap cac t6, bo phan; Bo
11 tChOIIilg1 ;/Alechil.i. d{(r?y tcrh.n}g, to chirc bo may nha truong; bo nhiém to truong, to-phod; to ehirc nhiem TT/TP; Thuc hien quy trinh Tét
anth fap 101 Cong truong TL HDTr
Cor‘lg viée 2: ];0 ;chuc’ xay dung cAhlen !uqc, ‘tam ‘nhln, myc tleu,.(’luy hoacLh phzit trlffn nha‘l CLPTNT: Cc QCLV; KHGDNT, .
1.2 truong; quy che to chirc va hoat dong cua nha truong; ké hoach gido dueshang ndm cua nha KHTHNV nim hoc Tot
truong dé trinh hdi dong trudng phé duyét va to chirc thuc hién ;
1.3 |Cong viéc 3: Thuc hién cac quyét dinh hodc két luan cua hgildongtruong KH, BC va KQTH lién quan Tot
Cong viéc 4: Bao céo, danh gia két qua thuc hién ké hoach gIaO duc cua nha truong va Cac o o .
14 quyét dinh cua hoi ddng truong trude hoi dong truongva cac cap co tham quyén Bao cao moi linh vuc HD Tot
Cong viéc 5: Thuc hién tuyén dung, quan |y giaol vién, nhan vién; ky hop dong lao dong, Xac dinh vi tri tuyén dung..;
15 tiép nhan, dleu dong gido vién, nhan vién; quanily ‘ehuyén mon; phan cong cong tac, kiém| DGXL VC va Chuian NNGV: Ky T4
2 ltra, danh gia xép loai gido vién, nhan vién:thic/hidn cong tac khen thuong, ky luat dbi voi HPLD; PCNV-PCCM; PGXL thi ot
gido vién, nhan vién theo quy dinh cta phap\Juat; dua; KTKL; Kiém tra noi bo...
Vit cdo trusne don vi Cong viéc 6: Quan ly hoc sinh va cae-hoat déng cua hoc sinh do nha truong to chirc; xét K&t qua rén luvén. hoc tan cia hoc
1 |V!ncap tirong | 1.6 |duyét két qua danh gia, xép loai hot sifth, ky xac nhan hoc ba va quyét dinh khen thuong,| . a% yen, Noc tap cua hic Tét 01
su nghiép cong lap DA . sinh; Hoc ba; Cac QDPKT-KL
ky luat hoc sinh
17 Cong viéc 7: Quan ly taichinh va tai san va moi hoat dong giao duc, hoat dong khac cia KH tai chinh; Dy toan; Bao céo T4
""" ha truong tai chinh, quyét toan; 3 cong khai.. ot
Cong viéc 8 Thyc hién cac ché do chinh séch ciia Nha nudce doi véi gido vién, nhan vién, N o hia
hoc sinh; thuc higawguinché dan chi, trach nhiém giai trinh ciia nguoi dimg dau co s¢ gido Ho so tal chinh, thyc hign _ .
18 lquc trong té chitchoat.dong ciia nha truong; thuc hién cong tic xa hoi hoé gido duc cua nhy) CPCS:QC va BC THQCDC; Tot
e 3 CK; HO so XHH
ruong
Cong viéc 9: Chi'dao thyuc hién cac phong trao thi dua, cdc cudc van dong; thuc hién cdngl  Ha so thuc hign cac cudc van .
1.9 |khai d6i voi nha truong va x& hoi theo quy dinh cua phap luat dong va PTTD; Hb so CK.... Tot
Cong viéc thir 10: COng tac thuc hanh tict kiém; phong chong tham nhiing, lang phi; gidil KH,BC; H6 so QLTCTS; Ho so .
1.10 quyet khiéu nai, to c4o; tiép céng dan tiép cong dan Tot
Cong viéc thir 11: Cong tac kiém tra ndi bg; boi dudng doi ngii Ho so KTNB; KQ KTNB; chat . )
1.11 e ’ Tot/Kha
lugng d6i ngli CBGVNV
1.12 [Cong viéc thr 12: Cong tac kiém dinh chat luvgng, xay dung truong chuan quoc gia Chuén muc d6 2; KbCL cép do 3 Kha




Cong viéc thir 13: COng tdc dam bao an ninh, an toan trudng hoc

bam bao ANAT truong hoc;

1.13 khong c6 TNTT, BLHD... Tot
114 Cong viéc thir 14: XDKH, bd tri ngudn lyc d¢ XDPT CSVC, TB&CN nha truong CSVC, trang thiét bi phuc vu day Kha
: hoc va lam viéc
1.15 |Cong viéc thtr 15: Phan cong nhiém vu cho CBGVNV Bang PCNV-PCCM bPambao 5rd
1.16 (Cong viéc thir 16: Ky Hop dong lao dong Céac ban HDLD bung quy dinh
51 | Cong viéc thir 1: Phy trach cong tac day va hoc (XDKHCM, THCT-KHDH; Hoi thi hoi | Cac KHHDCM; KHDH-PPCT; Tét
' giang; XD TKB...) Két.qua hoi thi; Cac ban TKB
2.2 | Cong viéc thir 2: Cong tac kiém tra ndi bo KQ kiém tra HSCM; PGXLGD Tot
2.3 | Cong viéc thir 3: Cong tac kiém dinh chat lugng, xay dung trudng chuan qudc gia Chat lugng day hoc, HSCM Tot
2.4 | Cong viéc thir 4: Phy trich cic to chuyén mon theo phin cong clia cap trudng Hoat d¢ong cua cac TCM Tot
2.5 | Cong viéc thir 5: Bdi dudng can bd, gido vién, nhan vién TD, NLCM-NVSP cua GV Tot
. A, s \ . 4 i T6
2.6 Cong viéc thir 6: Cong tac gido duc dao dirc va phong trao hoc sinh Chat luong hoc sinh ot
. . . A To
2.7 Cong viéc thir 7: Hoat dong TNHN va HD gido duc ngoai git 1én Chat luong HD ot
V. r A h 7 5 Nl N ) N O
) dl;:rl c;g p (ci)oc;ua nigu:n 2.8 | Cong viée thir 8: Cong tac vin hoa van nghé, thé duc thé thao Phong trao VHVN-TDTT Tot o1
AR rd R IO K&t qua thi dua: hoi thi, hoi giang;|  KNa/Tat
nehiep cong fap " | Cong viéc thlr 9: Cac cudc van ddng va phong trao thi dua c/de; s/kien. ..
~ cn , . A- T , \ TN R £ T06
210 | Cong viée thir 10: 'P¥101 h(.,)‘p V(.n, cap _trugng: th}l:C hanh tietkiém; phong chong tham H& so PCTNLP; tiép cong dan ot
nhiing, lang phi; giai quyét khiéu nai, t6 c4o; ti€p cong.dan
. X T
2.11 Cong viéc thir 11: Cong tic an toan trudng hoc HO6 so THAT o
2.12' | Cong viée thir 12: Cong tac xa hoi hoa gido dub KQ phoi hop cac LLGD Tot
2.13 | Cong viée thir 13: Quan 1y, sir dung, khaidhac'eo s& vat chat, TB&CN nha truong Ho so CSVC, Thu vién, Thict bi Tot
2.14 Cong viée thir 14: Lao dong. Huéng nghiép. Day nghé. Pho cap gido duc KQ timg HD Tot
2.15 Cong viéc thir 15: Cong tac Baohiém cag loai, Y té hoc duong KQ tham gia BH; Ho so YTTH Tot
. 3.1
3 Vi tri cap truong don vi 32
thudc hoac truc thudc :
- z . 0
Vi tri cip pho cia nguoi| 44
4 |dGng dau don vi thude 4.2
hodc truc
Tén vi tri viée lam gin voi
Il |cong viéc hoat dong nghe 20
nghiép chuyén nganh
5.1 (Cong viéc thir 1: Xay dung ké hoach ¢4 nhan, bd mon, chii nhiém 16p trong ndm hoc KHGD céc nhan, KHDH Tt
Cong viée thir 2: Cong tac giang day (Tu hoc, tu boi dudng chuyén mén, soan giang, cham, | KHBD (gi4o an); S6 du gio; bai e
. . .. | 52 e 2 LA . Kha/Tot
1 Vit vide lam Gi4o tra bai...) kiém tra; chat lugng hoc sinh 195
vién 5.3 |Cong viéc thtr 3: Gido duc dao dirc, hudng nghiép, k¥ ning séng cho hoc sinh KQGD, day hoc Kha ’
5.4 |Cong viéc thir 4: Danh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc. Chit luong, KQ rén luyén, hoc tap Tét
5.5 (Cong viéc thir 5: Bdi dudng hoc sinh gioi, phu dao hoc sinh yéu kém. cua hoc sinh Kha




Cong viéc thtr 6: Thyc hién cong tac thi nghiém, thuyc hanh, khai thac s dung CSVC,; thiét

KTKN, NL cuta hoc sinh qua viéc

®® i day hoc... lam TNTH Kha
57 Co,ng Vlf;c tha 7: th hop véi cac LLGD, phu huynh hoc sinh d€ gido duc dao dirc, KNS, KQRL/HK hoc sinh Tét
phép luat cho hoc sinh
5.8 |Cong viéc thir 8: Xét duyét két qua thi dua khen thudng hoc sinh cudi hoc ky, cubi nim hoc DSHS duoc khen thudng Tot
5.9 |Cong viéc thir 9: Chii nhiém 16p va tu van tam 1y Itra tudi KQ rén luyén caa HS Kha/Tét
6.1 |Cong viéc thir 1: Xay dung ké hoach c4 nhan, bo mon. Cac KH nam hoc: B6i/CM Tét
6..2 |Cong viéc thir 2: Cong tac giang day. KHBD, SDG, chét lugng HS Tét
6.3 |Cong viéc thir 3: Cong tac Thiéu nién, Nhi dong KQTH cac CT RLDV Tot
6..4 |Cong viée thir 4: Gido duc dao dirc, k§ ning sdng cho hoc sinh KQ:RL/HK hoc sinh, d6i vién Tot
6.5 |Cong viée thir 5: Panh gia xép loai hoc sinh cudi hoc ky, cudi nam hoc. DSHS duoc khen thuong Tot 05
o | 6.6 |Cong viéc thir 6: Khai théc sir dung thiét bi va d6 dung day hoc KQ khai thac, SD TBDD Tot
2 VI m, viee 1?“} h%‘i“? 5.7 [Cong viée thir 7: Phéi hop v6i cac LLGD va phy huynh hoc sinh d& gido duc dao dite, ) [KQ va chit lung dao dire HS, doi T4t
vien tong ph frach ot ™ KNS, phap luét...cho hoc sinh vien
6.8 KQ bGXL 2 mit GDHS; GCN Tot
" |Cong viéc thir 8: Xét duyét két qua, thi dua khen thudng hoc sinh cubi HKs.ndm hoc. hoan thanh CT RLDV
6.9 |Cong viéc thir 9: Cac cudc van ddng va phong trao thi dua KQ cong tac Doi Tot
Tén vi tri viéc 1am gin
Vi cong viéc hoat
i dong nghé nghiép 03
chuyén mdén dung
71 Cong viéc thir 1: Nhén cong vin, phan loai cong vin, tham,muu cho 1dnh dao ban hanh va ~ Cécvan ban ) )
" | xit 1y cong van. S6 theo ddi CV di/dén Tét
1 |Vitri viéc lam Van thu, 7.2 | Cong viéc thi 2: Soan thao; Quan 1y, Luu trit cong van di-dén theo quy dinh HO so luu trir o1
thu quy 7.3 | Cong viéc thir 3: Thu va chi theo quy dinh N . .
R A 1 A . X Ho so thu chi theo quy dinh B
7.4 | Cong vige thir 4: Quan ly 80 sach theo quy dlI.Ih S6 quan Iy tién mat Tot
7.5 | Cong viéc thir 5: Quan 1y tién mit theolquy dinh
8.1 | Cong viéc thir 1: Thu thap, xily thongtin, sb lidu ké toan KH, BCTC; Q.toan, CKTC
Cong viée tha 2: Kiém tra; giam'sat cac khoan thu, chi tai chinh, cac nghia vu thu, ndp, )
8.2 | thanh to4n no, kiém tra vi€e quan 1y, st dung tai san va nguén hinh thanh tai san; phat hi¢n Tot
va ngin ngira cic hanh vi'vi pham phap luat vé tai chinh, ké toan.
2 1‘(/1 ttﬁ, viee lam phy trachi | Cong viéc thir 3¢Phan tief thong tin, s6 liéu ké todn; tham muu, d& xuéit gidi phap phuc vu H so tai chinh Kha 01
¢ toan yéu ciu quandri vaquyét dinh kinh té, tai chinh cua don vi.
8.4 | Cong viéc thir 4:)Cung cp thong tin, s6 liéu ké toan theo quy dinh ctia phap luat. Tot
8.5 Cong vi¢e thir 5: Thuc hién quy dinh hién hanh vé chirc nang, nhiém vu cua ké toan
8..6 | Cong viéc thir 6: Quan Iy hd so vién chire H6 so CBGVNV-NLD Tot
9.1 | Cong viéc thir 1: Quan Iy sach, bao cia don vi theo quy dinh Theo danh muc muc luc Tot
3 |Vitrivige lam Thu vién | 9.2 | Ccang vige thir 2: Theo ddi, quan 1y viéc gido vién va hoc sinh muon, tra sach S6 mugn/tra Tot 0,5
9.3 HJ so phat hanh 4n phim Tot

Cong viéc thir 3: Tiép nhan, bd sung sach, tai liéu tham khao cho gio vién va hoc sinh




Tot

135

Cong viée thur 5: Truc bao v€ 24h/24h hang ngay va thuc hién cac cong viéc khac theo

HDLD

9.4 | Cong viéc thir 4: Truc phong doc theo quy dinh Phuc vu viéc doc sach cua GVHS
10.1 Cong viéc thu 1: Quan Iy phong thi nghi¢ém va cac phong chtic nang theo quy dinh Kha
N ‘a , s 1 s ~ A Tot
o o 10.2 Cong vi¢e thir 2: Quan ly, bao dudng hod chat An toan, sach s, gon gang i
Vi tri viéc lam Thiét bi, 3 . Kip thoi. dtne danh Tot 0.5
4 s 10.3| Cong viéc thir 3: Lam vé sinh dung cu thi nghiém, thiét bi thyc hanh ip thoi, ding danh myc "
thi nghi¢m Ho6 so Thiét bi z
10.4\cong viée thir 4: Quan 1y sb ding ky day thi nghiém ' Tot
10.5| Cong viée thir 5: Chuén bi hod chét va dung cy thi nghiém, thiét b cho gido vién Kha
111 Cong vi¢e thur 1: Phéi hop TYT x4 thuc hién cham soc suc khoé va so ctuu ban déau cho
| can by, gido vién, nhan vién va hoc sinh ; .
. . : Két qua cong tac CSSK (Y ba; so 0
5 Vi tri viec lam Y té 11.2 Cong viéc thir 2: Phoi hop TTYT huyén: Kham strc khoé ban dau cho hoc sinh theo ké ctti; Tu van dinh dudng; TTPB | Hoan thanh tbt GV
truong hoc | hoach phong chdng dich bénh, ATVSTP,|  nhiém vu kiém
11.3 Cong viée thir 3: Luu giit ) y ba cua can b9, giao vién, nhan vién va hoc sinh VSMT...) nhi¢m)
11.4| Cong viéc thir 4: Quan 1y tai san, ho so dugc phan cong theo quy dinh
Vi trf viee lam 12.1| Cong viéc thir 1: HO trg cong tac g dung cong nghé thong tin trong qtidnelyava giang Ky nang st dung va NL va KQ é&p 0
6 Co e thone fi - - —N—— dung CNTT cua CBGV vao day HTNV (Gv
ong ngh¢ thong tin 12.2| Cong viéc thir 2: Quan 1y toan bd hé thong mdy tinh, mg dung, phan'mém-Cla truong hoc,lam viéc kiém
Vi tri viée lam gin voéi
111 |cong viée hd trg, phuc 0
vu
13.1|Céng viéc thir 1: bao ddm ANAT trudng hoc; quan’ly, bao vé toan by CSVC... nha trudng
13.2 (Cong viéc thir 2: Mé khoa cong, cira cac phonghochphong lam viée ding chung
13.3 Cong viée thir 3: Quan 1y, trong coi phuong.{iéncua,CBGVNV — NLD va hoc sinh, PHHS, Duy tri, dam bao tuyét dbi an toan|Hoan thanh céng 0
1 |Vitri viéc 1am Bao vé _|khach dén lién hé cong tac... vé ANTT, CSVC nha truong viéc theo HD | (Hop dong
13.4|Cong viéc thir 4: Lao cong vé sinh toan b khuén vién Khudn vién xanh sach, gon gang ky ket Vu Viéc)

Ghi chii: ngoai viéc xay dung phu luc nay ra don vi cin phai bao céo thém ¢ac noi\dung sau:
- M6 ta v& ndi dung, quy trinh, thi tuc va thoi gian hoan thanh timg cong viéc tai timg Vistriviéc lam;

- Két qua (san phim), khéi lugng cong viée clia vi tri viée lam;

- Pidu kién 1am viéc (trang thiét bi, phan mém quén 1y, phuong tién, moitiudng ldmvidc,...).

- Béi véi nhitng vi tri viéc lam gén v6i cong viée 1anh dao, quan ly, diéu hanh ¢6°¢a viée thuc hién cong viéc thyc thi, thira hanh thi ph?m md ta vé cong viéc thyc thi, thira hanh dugc thuc hién nhu d6i véi vi tri viée 1am gz"in v6i cong viée hoat dong nghé

nghiép ttong don vi su nghiép cong lap.

NGUOI LAP BIEU

(Ky va ghi ro ho tén)

(Ky tén, dong diu)

Nguyén Sinh Hiép

THU TRUONG CO QUAN, PON VI




UBND HUYEN THANH HA

PON VI: THCS THANH HONG

KHUNG NANG LUC CUA VI TRi VIEC LAM

(Kém theo Dé dn vi tri viéc lam sé 01/DA-VTVL-THCSTH, ngay 10 thang 10 nam 2023 ciia trwong THCS Thanh Hong)

Biéu miu s6 07

STT Ning luce, k§ ning Ghi chu
| Khung nang luc cia vi tri viéc 1am cia can by quéan ly (Hiéu truéng/Phé Hi¢u truéng)
1 | Tiéu chuin vé trinh dd dao tao, bdi duwdng
1.1 | Tét nghiép dai hoc su pham tr¢ 1€n;
1.2 | C6 chtng chi ngoai ngit bac 2, néu 1a giao vién ngoai ngir phai c6 chimg chi bac 3 ngoai ngir thir 2 frong Khung 6 bac;

1.3 | C6 chtng chi vé QLGD;
1.4 | C6 trinh dd tin hoc phuc vu tot cho cong viéc. St dung thanh thao phuong tién day hoc thong dung;
1.5 | Thyc hién di, dung ndi dung, chuong trinh BDTX theo quy dinh — nhat 1a BDCBQL\v&'€ TGDPT 2018.
2 | Tiéu chuin vé ning luc chuyén mon nghié€p vu
21 Nim duoc muc ti€u cap hoc, ndm bat k1p thoi cac quan diém, chi truong, ‘dwdng’16i chinh sach ciia Nha nudc va cac quy dinh
"~ | ctia nganh vé cong tac gido duc, dao tao cip THCS;
Nam duoc muc tiéu, ndi dung, chuong trinh giang day va gido duc THCS, nhimng kién thirc co ban vé tim 1y va sinh 1y Itra tudi,
2.2 , A .
phuong phép nhéan thirc cia hoc sinh THCS;
2.3 |Nim viing chirc nang, nhiém vu va t chirc cac hoat dong GDPT¢ cép THCS;
24 Biét cach phdi hop véi phu huynh hoc sinh dé danh gia chinh x4¢ két qua tu dudng, hoc tap ctia hoc sinh, phdi hop gido duc giita
" | nha truong va gia dinh nham nang cao hiéu qua gido duc dae tao.
3 | Tiéu chuin vé dao dirc nghé nghiép
Yén tam voi nghe o y thuc cai tién, duc rit Kinh nghiém trong hoat dong gido duc; hoan thanh dung thoi han va yéu cau cac
3.1 |nhiém vu dugc giao; tu gidc chdp hanh cac didu'le, quy ché, quy dinh ctia bd, nganh; ¢6 y thirc dau tranh véi nhitng hanh vi tiéu
cuc;
32 Thén thién véi hoc sinh, quan tdm giupdd hoe-sinh; khong thanh kién, thién vi; khong c6 hanh vi xtic pham nhan pham, xam
*“ | pham than thé hoc sinh; tham gia cac lioat'dong bao vé quyén va loi ich hop phap, chinh dang cua hoc sinh;
33 Poan két, khiém ton hoc hoi, biét ling nghe ¥ kién cua dong nghiép. Phéi hop voi dong nghiép thyc hién cac nhi€ém vu day hoc
" | va gido duc HS, cung véi dong nghi¢p cai tién cong tac chuyen mon gdp phan xay dung tap thé su pham tét;
3.4 | Thyc hién 16i song lanh manh, van minh, phu hop véi ban sac dan toc va moi truong gido duc; cd tac phong mau muc.
4 | Nang luc
4.1 | C6 nang luc chuyén mon virng vang, l1a gido vién Kha hoac Gioi
492 C6 ning luc t6 chirc thue hién cac chu truong, ké hoach cong tac cua nganh, van dyng linh hoat, sang tao vao hoan canh cy thé

ctia don vi, dam bao hoan thanh t6t nhiém vu cta nganh va phat trién phong trao cta don vi;




4.3

C6 nang luc diéu hanh; c6 kinh nghlem t6 chirc, quan 1y; c6 kha ning quy tu, to chirc can bg, cong chirc, vién chirc trong co

4.4 quan dé chu tri va phéi hop v6i cac cap, cac nganh, cac don vi thyc hién nhiém vu dugc giao
45 Co Napg luc hoat dong chinh tri, xa hoi (Ph01 hop vai gia dinh hoc sinh, cac LLXH....); Nang luc td chure, diéu hanh, kiém tra
danh gia
5 | Hiéu biét
51 Nim virng cha truong, duong 16i cia Pang; chinh sach, phap luat cua Nha nudc vé gido duc va cac quy dinh khac do dia
phuong ban hanh
5.2 | Nam viing nghi€p vu quan ly gido duc
53 Nam Vu:ng tinh hinh chinh tri, kinh t€, xa hoi, glao duc va dao tao cua dia phuong. Hiéu biét vé tinh hinh=chinh tri, kinh t€, xa
hoi, gido duc va dao tao cua dat nudc Va qudc té
5.4 | CO trinh d6 1y luan chinh trj tir trung cap tré 1én.
5.5 | Co kién thirc vé quan 1y Nha nude va quan 1y gido duc ddo tao theo quy dinh ctia Bo Gido dyc vaDao tao, cua tinh
6 Tleughuankhac, NSO SIS VEONE 7 CIPE N | - IO AN RSN R A
6.1 | LaPang vien Pang Cong sdi Viet Nam, co trinh 86 Trung cap LEC” T —
6.2 | Co thoi gian day Ppe S AR H Yy dinh khic do dia phiong ban hinh
83 | Tudi bo nhicm thyc hich (e mnaAD AEh IR GERn 1Y gido duc
6.4 | Co suc kho¢ bao dam hoan thanh nhiém \71_1 dfrqc'gi‘ao o ]
7 |Cac kY niang
7.1 | K§¥ ning sir dung phin mém phuc vu cong viéc
7.2 | K¥ nang thu thap va xu li thong tin
7.3 | K¥ ning van dung cac phuong phap day hoc, str dung cac thiét bj, phuong tién day hoc.
7.4 | K¥ nang xay dung, bao quan, sir dung hd so day hoc
7.5 | Ky nang van dung cic nguyén tic, phuong phap, hinh thie t6 chifc gido duc
7.6 | K¥ nang giao tiép Gmg xir
7.7 | K§¥ ning phat hién va giai quyét van dé nay sinh tromg-thc tién gido duc
Il [Khung niing lwc cia vi tri viéc 1am Gido vién, THCS
1 [Tiéu chuin vé trinh dd dao tao, boi dudng
1.1 |C6 bang Cir nhan su pham trd 1én (PH), tradng.hep khong tot nghiép chuyén nganh Su pham thi phai ¢6 chtng chi BDNVSP;
1.2 |Co6 chiing chi A2 ngoai ngit, néu la gide vién figoai nglr phai cd chimg chi B1 ngoai ngir thir 2
1.3 |C6 chting chi tin hoc img dung co ban. St dung thanh thao phuong tién day hoc thong dung;
1.4 [Thyc hién du, ding ndi dung, chuong trinh BDTX theo quy dinh
2 [Tiéu chuin vé chuyén mén nghiép vu
21 Nim duoc chu truong, duong 16i, chinh séch, phap luat cia Pang, Nha nudc, quy dinh va yéu cau cua nganh, dia phuong vé giao
duc trung hoc co s& va trién khai thuc hién vao nhiém vu duoc giao;
2.2 |Nam viing kién thirc cia mén hoc duoc phan cong giang day; ¢6 kha ning xay dung duoc ké hoach day hoc va gido duc theo huéng phat trién pham chit,

nang luc hoc sinh;




C6 kha nang ap dung c6 hiéu qua cac phuong phap day hoc va gido duc phéat trién pham chat, ning luc hoc sinh, tich cuc hoa hoat

2.3 [OKha :
dong cua hoc sinh;
2.4 [Su dung duge cac phuong phap kiém tra, danh gia két qua hoc tap, rén luyén va su tién bo cua hoc sinh theo hudng phat trién
pham chat, nang luc hoc sinh;

2.5 |C6 kha nang tu van tam 1y, huéng nghiép cho hoc sinh; 1dng ghép c4c hoat dong tu vén tam 1y, hudng nghiép vao trong hoat

2.6 Xay dung dugc mdi quan hé hop tac véi cha me hoc sinh, cac té chiic, ca nhan c6 lién quan trong viéc thuc hién cac hoat dong

2.7 Xay dung va thuc hién ké hoach hoc tap, bdi dudng phat trién chuyén mén, nghiép vu caa ban than;

2.8 |C6 kha niang tng dung céng nghé thong tin trong hoat dong nghé nghiép; c6 kha niang dir dung ngoai Aigirtheo yéu cau vi tri viéc
3 [Tiéu chuin vé dao dirc nghé nghiép

31 Guong mau, nghiém chinh chap hanh cac chi truong duong 16i, chinh sach cia Pang, phap.duat Caa nha nudce, cac quy dinh cua
" Inganh va dia phuong vé gido duc trung hoc co so.

3o [Thuong xuyén trau doi dao duc, néu cao tinh than trach nhiém, giit gin pham chat, danh.dy, uytin ciia nha gido, gwong miu trudc
"~ |hoc sinh.

3.3 [Thuong yéu, dbi xir céng bang va ton trong hoc sinh, bao vé cac quyén va loi ich ¢hinl’ ddng cua hoc sinh, doan két, gitip d& dong
" Inghiép.

3.4 Thyc hién nghiém cac quy dinh vé trach nhiém va nghia vu chung ciia vién chirc va guong mau thuc hién cac quy dinh cia Bo
™ |Gido duc va Pao tao vé dao dirc nha giéo.
4 |Nang luc

41 BAaangGolHENE SANERINAR TN Vang,

4o |CO Nang lyc hoat dong chinh tri, x3 hoi (Phdi hop véi gia dirth hoe sinh, cac LLXH....); Nang luc to chtrc, diéu hanh, kiém tra
“ |danh gia
5 [Hicu biét

51 Ném vitng chu truong, duong 16i cua Pang; chinh saehy.phap luat cuia Nha nude vé gido duc va cac quy dinh khac do dija phuong

ban hanh

inh hinh chinh tri, kinh té, xa hoi,

_&Tglao ducva(ﬁ@é\l@@gdﬁ@d@%@@g@hﬁﬁbtfé, Xd h01 (Pho1h voi gladlnh hoc sinh, cac
%’ |Cac ky nang g
6.1 | Ky nang str dung phan mém pﬁ;la\l/ll% é%héUVYélcuu dicuhanhy ke tra dantrgra
6.2 | Ky nang thu thap va xu li thong tin
6.3 | K¥ ning van dung cac phuong phap day hoc, str dung cac thiét bi, phuong tién day hoc.
6.4 | K¥ ning xay dung, bao quan, str dung ho so day hoc
6.5 | Ky niang van dung cic nguyén tic, phuong phap, hinh thirc t6 chirc gido duc
6.6 | Ky ning giao tiép tmg xir




6.7 | K¥ ning phat hién va giai quyét van dé nay sinh trong thuc tién gido duc
I11 [Khung niing lwc ciia vi tri viéc hd tre, phuc vu day hoc
I INhirng tiéu chuan chung
1.1 | Tiéu chuan dao dirc nghé nghiép
111 N_ghiém tac chép hanh céc diéu 1¢, quy ché, quy dinh cua bd, nganh, hoan thanh ding thoi han va yéu cAu cac nhiém vu duoc
giao
1.1.2 | Poan két, khiém ton hoc hoi, phdi hop vai gido vién thyc hién cac nhiém vu day hoc va gido duc hoc sinh
113 TPUC hién lé.i sér}g lanh mqr}h, van minh, phu hop véi ban sdc dan toc va mdi truong gido duc; c6 tac phong mau muc, ¢ ¥ thirc
dau tranh v6i nhitng hanh tiéu cuc vi
1.1.4 | Than thién vé&i hoc sinh, tham gia céc hoat dong bao v¢ quyén va loi ich hgp phap, chinh dang cua hoc sinh
1.2 | Tiéu chuéin nang luc chuyén mon, nghi¢p vu
121 Ném.bét kip thoi cac quan diém, chi truong, dudng 16i, chinh sach ciia Pang va Nha nudc va cac quy dinh cta nganh vé cong
tac gido duc
1.2.2 | Hiéu biét vé muc tiéu gido duc cép hoc
1.2.3 | Hiéu tam sinh li hoc sinh cép hoc
1.2.4 | Giao tiép ung x\r voi gido vién, hoc sinh diing muc
1.3 | Cac k¥ niang
1.3.1| K¥ ning sir dung phan mém phy vy cong viéc
1.3.2 | Ky nang thu thap va xur li thong tin
1.3.3 | K¥ nang xay dung, bao quan, sit dung hd so cho cong viéc
1.3.4 | K¥ ning giao tiép ung xir
1.3.5 | K¥ nang phat hién va giai quyét van dé nay sinh trong céngwiéc
Il | Nhung tiéu chuin riéng véi tirng chirc danh chuyénanon
1 | Nhan vién thiét bi trwong hoc
1.1 | Tét nghiép trung cap thiét bi trd 1én
19 ?(;)Cl v6i nhan vién, gido vién duoc phancong 1am cong tac thiét bi phai duoc dao tao, bodi dudng dé co ching chi vé thiét bi day
1.3 | Str dung thanh thao mdy vi tinh va cac phén mém lién quan trong cong viéc
2 | Nhan vién y té truong hoc
2.1. | THt nghiép trung cap y té, didu dudng, y sy, da khoa trg 1én
2.2. | C6 chig chi boi dudng vé nghiép vu y té néu 1a GV kiém nhiém

Nhan vién Thw vién




3.1

C6 bang tot nghiép trung cap tré 1én chuyén nganh thong tin - thu vién. Truong hop t6t nghiép trung cap tré 1én _chuyén nganh
khac phai ¢6 chimg chi bdi dudng kién thirc, k¥ ning nghé nghiép chuyén nganh thong tin - thu vién do co quan, t6 chirc ¢6 thim

quyén cip.

3.2

Nim duoc nhitng quy dinh cta phap luat vé cong tic thu vién; 6 kién thire co ban vé& nghiép vy thw vién

3.3

Co nang luc hudng dan ngudi st dung thu vién tiép can va khai thac thong tin, thu vién,;

3.4 |Co6 kha nang trng dung cong nghé thong tin dé thuc hién nhiém vu dugc giao
3.5 [Str dung thanh thao cac phuong tién, thiét bi k¥ thuat phuc vu yéu cau nhiém vuy.
4 | Nhan vién van thw, Tha quy
41 Néam virng chu truong, duong 161 cuia Pang, phap luat vé cong tac van thu, quy trinh nghiép vu varcac nhiém vu cu thé ctia van
thu co quan;
4o |0 kyning k@ém S0At Vi&c bao dam tuan thu dang thé thac, quy trinh, tha tuc, tham quy&n ban hanh van ban hanh chinh theo quy
dinh cua phép luat;
4.3 | Sir dung thanh thao cac phuong tién, thiét bi ki thuat phuc vu yéu cau nhiém vu.
5 | Nhén vién K¢ toan
5.1 | Tot nghiép trung cép ké toan tro 1én
5.2 | Sir dung thanh thao may vi tinh va cac phin mém lién quan trong cong viéc
6 | Nhan vién Cong ngh¢ thong tin
6.1 | TSt nghiép dai hoc chuyén nganh cong nghé thong tin trd 1én
6.2 | Str dung thanh thao may vi tinh va cac phan mém lién quan trong cong viee
6.3 | Biét bao dudng may tinh va stra chita nhitng 16i co ban vé may,tfinh; may chiéu va mang internet

NGUOI LAP BIEU THU TRUONG CO QUAN, PON VI
(Ky va ghi rd ho tén) (Ky tén, dong dau)

Nguyén Sinh Hiép




UBND HUYEN THANH HA
PON VI: THCS THANH HONG

CO CAU VIEN CHUC THEO CHUC DANH NGHE NGHIEP TRONG CAC PON VI SUNGHIEP CONG LAP
(Kém theo Pé an vi tri viéc lam s6 01/PA-VTVL-THCSTH, ngay 10 thang 10 ndm 2023 ciia truong THCS Thanh Hong)

Biéu miu sb 08

S$6 lwgng vién chire va ngudi lao dong twong img/voi chirc danh nghé nghiép hoic twong dwong

Chiara
STT Pon vi N \ A , A
Téng sb Chirc danh nghe Chirc danh nghe Chirc danh nghe Chirc danh nghe
nghiép hang I hodc | nghiéprhang II hodc |nghiép hang III hoac | nghiép hang IV hoic Khéc
tuwong duwong tuong'duong twong duwong twong duwong
1 2 3 4 5 6 7 8
A Su nghiép Gido duc
1 Truwong THCS Thanh Hong 25 0 18 4 0 3

NGUOI LAP BIEU
(Ky va ghi ré ho tén)

THU TRUONG CO QUAN, PON VI
(Ky tén, dong diu)

Nguyén Sinh Hiép




