UBND HUYEN MY TU CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG GIAO DUC VA PAO TAO Péc 1ap — Tw do — Hanh phic
Sb: 194/TB-PGDDT My Ti, ngay 20 thang 3 nam 2024
THONG BAO

Phan cong nhiém vu cong chirc Phong Giao duc va Dao tao

Cin cir Quyét dinh s6 07/2021/QD-UBND ngay 30/11/2021 cua Uy ban
nhén gén huyén My Tt ban hanh Quy dinh chire néng, nhiém vy, quyén han va co
cau to chirc cia Phong Gido duc va bao tao huyén My T1; can cir quy ché lam
viéc cua Phong Gido duc va bBao tao (GDDT) huyén My Th.

Truong phong GDDT phan cong nhiém vu cong chitc Phong GDDT huyén
M7 T, cu thé nhu sau:

I. PHAN CONG NHIEM VU

1. Ong Nguyén Minh Tri, Truéng phong

Phu trach chung, chiu trach nhi€m toan dién trudc Huyén uy, Ho1 déng nhan
dan (HBND), Uy ban nhén dan (UBND) huyén va S& GDDT vé viéc thuc hién nhiém
vu cua nganh.

Truc tiép tham muu cho lanh dao UBND huyén vé quan 1y nha nuéc thudc
linh vuc giao duc trén dia ban huyén.

Chu tai khoan; Tryc tiép phu trach theo ddi va chi dao cac linh vuc cong tac
cuia nganh ve:

- Qﬁng tac ké hoach, tai chinh, c}}é do, chinh sach; cong tac to chirc can b9,
dao tao, boi dudng doi ngii; COng tac kiém tra, tiep cong dén, gidi quyet khicu nai,
to cao;

- Cong tac dau tu, mua sam trang thiét bi, sira chita co s& vat chat, xay dung

co ban; Kiém dinh chét luong gido duc, xay dung va duy tri trudng chuan quéc gia
toan nganh.

- Xay dung Nong thon méi;
- Cong tac Thi dua — Khen thuong; Cai cach hanh chinh;

- Chi dao, theo ddi thuc hién cac dé an, ké hoach, quy hoach phat trién nguén
nhan luc, sap xép mang ludi truong 16p, nang cao chat lugng gido duc ctia nganh;

- Chi dao truc tiép cac hoat dong chuyén mén cép hoc Mam non va Tiéu hoc;

- Chi dao cong tac thong tin, truyén thong; theo ddi quan 1y cac phan mém,
website ctia Phong GDDT va cac don vi su nghiép giao duc;

- Chi dao thyuc hién chinh sach hoc sinh theo Nghi dinh s6 116/2016/ND-CP
ngay 18/7/2016 cuia Thu tuéng Chinh Phu;

- Cong tac khuyén hoc; cong tac xa hoi hoa gido duc va cac hoat dong khac;

- La nguoi phat ngoén ctia Phong GDDT;
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- Chi dao dja ban: thi trin Huynh Hitu Nghia, xa Long Hung, x My Huong;
- Tham gia cac Ban chi dao va céc t6 cong tac theo quyét dinh cua huyén.
2. Ong Nguyén Thanh Tuin, Phé Truéng phong

Chiu trach nhi¢m trudc Truong phong, cung véi Truong phong chiu trach
nhiém trude 1anh dao cap trén va trudc phap luat v€ cac nhiém vy dugc phan cong. Phu
trach chi dao cac linh vuc cong tac cia nganh vé:

- COng tac kiém tra, quan 1y dat cong;
- COng tac Chinh trj tu tuéng, Tuyén giéo; Vi sy tién bo phu nit;

- Cong tac phong chdng bao luc hoc duong; phong chay chita chay; an toan
giao thong; phong chong t6i pham cua nganh.

- Cong tac gido duc dan toc, gido duc thuong xuyén; cong tic Poan —Doi, Y té
truong hoc;

- Cudc thi sang tao thanh thiéu nién, nhi déng;

- Tham muu cho Trudng phong vé cong tac kiém tra cac hoat dong phu trach;
tham muu danh gia, x€p loai can bo quan ly, gido vién, nhan vién.

- Thyc hién mot s6 nhiém vu khac do Truéng phong phéan cong.

- Chi dao céc truong thudce dia ban xa My Phudce, xa Hung Phu;

- Tham gia cac Ban chi dao va cac t6 cong tac theo quyét dinh cta huyén.
3. Ong Pham Ngoc Son, Phé Truéng phong

Chiu trach nhi¢m trude Trudng phong, cung vo1 Trudng phong chiu trach
nhiém trudc 1anh dao cap trén va trude phap luat vé cac nhiém vu dugce phan cong. Phu
trach chi dao cac linh vuc cOng tac ctiia nganh veé:

- Chi dao chuyen moén cap hoc Trung hoc co s, cong tac ndi tra cap trung
hoc co so; Kiém dinh chat lugng va xay dung truong chuan qudc gia cap Trung hoc co
sO; Quan 1y viéc cAp phat vian bang, chimg chi theo quy dinh; Day thém — hoc thém
trong va ngoai nha truong;

- Cac hoat dong phong trao 16n ctia nganh (Hoi thi gido vién gioi, gidao vién chu
nhiém gio1, phong trao van ngh¢, thé duc thé thao ...);

- Tham muu cho Truong phong vé cong tac kiém tra cac hoat dong phu trach;
vé cong tac mua sam trang thiét bi, cong tac sira chira, xdy dung theo dé nghi ctia cac
don vi cap Trung hoc co s6;

- Quan Iy co s& vat chat co quan Phong GDPT;

- Cong tac chuyén doi sb trong nganh gido duc;

- Tham muu d4nh gia, xép loai can by quan 1y, gido vién, nhan vién;
- Thyc hién mot s6 nhiém vu khac do Trudéng phong phan cong;

- Chi dao cac truong thudc dia ban xa Thuan Hung, xa Phi My;
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- Tham gia cac Ban chi dao va cac t6 cong tac theo quyét dinh cta huyén.
4. Ong Lé Tan Lai, Chuyén vién

Chiu trach nhiém trudc Tru’ong phong va trude phap ludt vé cac nhiém vu
dugc phan céng. Phy trach cac ndi dung cong viéc clia nganh vé:

- Tham muu truc tlep cong tac Cai cach hanh chinh, xay dung quy trinh thu
tuc hanh chinh theo ti€u chuan 1SO;

- Cong tac kiém tra, giai quyét khiéu nai, t6 céo, tiép cong dan;

- Tham muu va thyc hién cac nhiém vu cong tac vé gido duc cap Tiéu hoc,
cac hoat dong phong trao cap Tiéu hoc; tong hop dé nghi mua sam trang thiét bi,
cong tac sura chira, xay dung cac don vi cap Tiéu hoc; cong tac kiém dinh chit lugng
va xay dung truong chuan qudc gia cap Tiéu hoc.

- Phy trach cong tac t6 churc can bo vé: quan 1y ho so can bo, gido vién, nhan
vién toan nganh; tong hop cong tac nhan s, bao cao kip thoi nhing kho khan, vuong
mic vé d6i ngi, cac ché do chinh sach; quy hoach can bo;

- Tham muu danh gia, xép loai can bd quan 1y, gido vién, nhan vién;

- Thuc hién mot s6 nhiém vu khac do Trudng phong phan cong;

- Chi dao cac truong thudc dia ban xa M§ Thuén, xa My Tu.

5. Ba V6 Thi Thiy Linh, K¢ toan vién

Chiu trach nhiém trudc Truong phong va trudc phap luat vé cac nhiém vu
dugc phan cong. Ké toan Phong GDDT, phu trach cac ndi dung cOng viéc cua nganh
ve:

- Tong hop bao cdo tai chinh toan nganh;

- Tham muu gitup Trudng phong quan 1y tai chinh, tai san, cong tac dau tu
co s& vat chat, d6 dung day hoc, bo sung trang thiét bi cua co quan va cac nha truong;

- Céac ché dg, chinh sach lién quan theo quy dinh do61 vo1 cong chuce, vién
chtrc, nhan vién va hoc sinh toan nganh;

- Quan ly hd so, so sach, ching tur ké toan theo quy dinh;

- Tiép nhan dé nghi cua cac don vi vé cong tac tai chinh, tham muu, dé xuit
Trudng phong quyét dinh;

- Tham dinh, 1ap du toan, thanh todn, quyét toan kinh phi ctua co quan, céac
nha truong hang nam theo quy dinh;

- Thyc hién hd so moi thau mua sam, sira chita trudng 16p theo quy dinh hién hanh;

- Thyc hién ho so nang luong cho cong chirc, vién chirc, nhan vién toan
nganh theo quy dinh;

- Tham muu danh gid, x€p loai can bo quan ly, gido vién, nhan vién;

- Thyc hién mot s6 nhiém vu khac do Truéng phong phéan cong.
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6. Ba Tran Thi Khanh Bach, Chuyén vién

Chiu trach nhiém trudc Tru’ong phong va trudc phap lut vé cac nhiém vu
dugc phan céng. Phy trach cac ndi dung cong viéc clia nganh vé:

- Tham muu va thyc hién cac nhiém vy cong tac vé gido duc cép hoc Mam
non, c4c hoat dong phong trao cdp Mam non; tong hop dé nghi mua sam trang thiét
bi, cong tac sua chira, xay dung cac don vi cap Mam non; Cong tac kiém dinh chat
lwong va xay dung trudng chuan qudc gia cdp Mam non;

- Cong tac thong ké, tong hop cua nganh; thuc hién cac bao cdo tudn, thang,
quy, so két, tong két; Hoc bong hoc sinh;

- Cong tac Thi dua - Khen thudng ctia co quan, nganh;

- Cong tac van thu, luu triv; quan 1y, sit dung con déu co quan theo quy dinh;
- Tham muu danh gia, xép loai can bd quan 1y, gido vién, nhan vién;

- Thu qu¥ co quan, kinh phi hoat dong cac phong trao ctia nganh;

- Thyc hién mot s6 nhiém vu khac do Truéng phong phéan cong.

I1. NGUYEN TAC, CHE PQ LAM VIEC

1. Cong churc thuc hién nhi€ém vu theo nguyén tac tap thé 1anh dao, c4 nhan
chiu trach nhiém thuc hién day du, trach nhi€ém cong viéc dugc giao.

2. Trudng phong chiu trach nhiém truéc Huyén uy, HDND, UBND huyén
va trudc phap luat vé hoat dong ciia Phong GDDT, tryuc tiép giao viéc cho cong
chtc Phong GDDT.

3. Pho Truong phong chiu trach nhiém trude Truong phong va trude phap
luat vé linh vuc cong tac dugc phan cong, bao cao Truong phong vé thuc hién
nhiém vu duoc giao trong tuan (vao thir Hai hang tuan).

4. Truong phong va cac Pho Truong phong phai thong nhat thyc hién cac
noi dung: xay dung ké hoach, chuong trinh, giai quyét cic vu viéc phuic tap va bao
c4o két qua hoat dong cua nganh, ctia Phong GDDT.

5. Cong chirc ngoai viéc thuc hién nhiém vu ting linh vuc cong tac duogc
giao phai dam bao tdt cong tac theo doi, nim tinh hinh céc don vi trén dia ban phu
trach theo chirc ndng, nhiém vy ctia Phong GDDT. Chiu trach nhi€ém ca nhan vé
viéc thuc hi¢n giai quyét cac nhiém vu dugc phan cong dam bao tién do va chat
lugng trude Truong phong va trude phap luat.

6. Ngoai cac nhiém vu da dugc phan cong néu trén, cong chirc trong co quan
nghiém chinh chap hanh su phan cong diéu hanh cua lanh dao trong thuc hién cac
nhiém vu duoc giao. Cac thanh vién trong co quan phai c6 sy phdi hop chit ché dé
thie hién tét nhiém vu duoc giao.

7. Moi cong churc cua Phong GDDT phai thuc hién nghiém cac quy tac ing
xu, quy ché lam viéc va cac quy dinh cua co quan.
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8. Hang tuan, hang thang hop giao ban cong viéc vao sang thir Hai hang tuan
hodc theo lich cua Trudéng phong.

9. Cong churc Phong GDDT phai thuong xuyén str dung hop thu cong vu va
phan mém quan 1y van ban; thuc hién ky s trén phan mém quan 1y van ban cua hé
thong van ban dién tir; cac van ban trinh ky nguoi soan thao phai ky nhay va gii file
cho Trudng phong; khi ban hanh vin ban chi dao cac truong phai bao céo bang
Email hodc qua van ban dién tr cho Truong phong; nhimg néi dung quan trong phai
truc tiép bao cao va duge sy déng v cua Trudng phong trude khi trién khai.

10. Cong chirc dugc phan cong chi dao cac truong thudc cac xa, thi tran trén
dia ban huyén phai du hop Ho1 dé)ng su pham truong it nhat mot 1an trong nam hoc
trén don vi, hang quy bao cdo két qua du hop cho Trudng phong. Hiéu trudng céc
trudng can cur phan cong nhi€ém vu trén dé lién hé truc tiép v61 Pho Trudéng phong,
chuyén vién phu trach, hang thang khi to chitc hop Hoi dong sur pham Hiéu truong
phai thong bao cho lanh dao, chuyén vién chi dao dia ban x4, thi tran dé sip xép thoi
gian cung tham du.

Thong bao nay co6 hiéu luc ké tir ngay ky va thay thé cho Quyét dinh sd
04/QD-PGDDT ngay 05/01/2023 vé viéc phan cong nhiém vu lanh dao, chuyén vién
ctia Phong GDPT huyén My T, dé nghi cong chitc Phong GDDT nghiém tac thuc
hién.

Trong qué trinh thuc hién do yéu cau cong viéc, cin ctr vao tinh hinh thyc té
viéc phan cong s& dugc diéu chinh cho phu hop./.

Noi nhén: _TRUONG PHONG
- S6 GDDT; LN

- Huyén uy, UBND huyén; /s > ’ -
- Cong chirc Phong GDDT;

- Cac phong, ban lién quan;

- Hiéu truong cac truong trén dia ban huyén; >
- Luu: VT. ==Nguyén Minh Tri
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