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TO Van phong Tr0-0ng PTDTBT THCS Lién xa LaDéé — bl c Toi d-00c thanh I0p t0 nam hic
2011-2012. MO ¢ du con gl p nhilu kho khan do dli ¢ thu céng vilc c0a t0, nhl ng ngay t0 khi
thanh I0p TO, 1&nh d0 0 nha trl -0 ng da khi ng d0 nh quylt tdm xay ding t0 van phong trl thanh
mOtt0 hoOt ddng nghiém tac, hilu quO. VOinhidm vO trdng tdm la tham mOu, giup vidc cho Ban
giam hilu, phic vl cong tac diy va hc cla nha tr-00ng. Bing tri-0c yéu clu dli miicla nha
tr00ng, l&nh nhidm vO quan trl ng ma trl 0 ng giao phd, t0 khi thanh I0p d0n nay d0i ngd nhan
vién t0 luén doan kO't, thi ng nhit thdc hiln t0t nhiDm vO d00c giao.

Hiln t0it0 cé 07 thanh vién, lam nhil u cong vil ¢ khac nhau nhi: kO toan, th0 qul, van thl, cOp
di0ng, blo vO, thO viln. VOi ddc thu cdng vil c nhi vy, t0 chung t6i nh n cac nhilm vO c0 thO
nhi :

1. Cong tac van thi :0ThO ¢ hiln céng vill ¢ cla céng tac van thd theo s phan cong cl a lanh
dlo. ChOu sl chl dio v nghilp vO cla cac cong chic nghilp vO van thd cOp trén. BIm blo
kO p thOi, nhanh chdng théng tin hai chillu giDa nha tri0ng vii cac ¢l quan ban nganh céc clp
trong va ngoai nha tri 0 ng, t0i t0ng CBGV, Cha ml hic sinh .... Quln ly HO sO, sO sach, clp
nhot théng tin vao cac hil sU s sach cla bl phin van thl theo qui dl nh.

2. Cong tacl tai chinh ki toan: Chiu toan bl trach nhidm vO céng tac ki toan trl0ng hi ¢ theo
dung chic nang va nhidm vl di0c giao va theo quy dinh cla phap lult. ThO ¢ hiln ddng, ki p
thOi chd d0 chinh sach cho CB, GV va hiic¢ sinh. Vil ¢ gili quyOt chd d0 cho hic sinh, di'm bl o
thu chi ré rang, dlly dd, cong khai, theo dung nguyén t ¢ tai chinh. TOng h0 p, theo doi vil c thOc
hil n cong tac kO toan theo ki holch; I0p bdo cdo dilnh ki va dit xult theo quy dilnh.=

3. Cong tac blo vil: BIm blo tuylt dli an toan tai siin cong cla nha trilng, trlt t0 an ninh
trd0ng hic, gi0 gin an ninh tr0t t0 trong tr00ng, d0 m bl o an toan chay n0 tuylt dii, cham séc,
t00i cay xanh, cay cnh, sla chla CSVC nha tri0ng, quin ly hO thing didn, hi thing nO0c sinh
hoOt, may phat diln, sOp xdp, vO sinh phong kho. Tham gia cac holt dlng cla nha triIng theo
yéu clu cong tac.

4.01Cong tacl cl p di0ng:Chlu trach nhil m lao d0ng vl sinh méi trl 0 ng, cham sbc, quiin ly
blp an hic sinh, b0o vO tai sOn ding cd nha bl p, chim céng bl a an hic sinh ban trd, nhin va
theo dbi gl o, thi ¢ ph m hang ngay clla hi ¢ sinh ban trd, thi ¢ hiln viic I0u hiy mOu thc an
dung quy dilnh va thdc hiln hi sO v sinh an toan thO ¢ phO m.
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5. Cong tacl thi vil n:ONhan vién tho viln ludn phic v t0n tinh gido vién va hi ¢ sinh, ngoai

vil ¢ giup cac em hic sinh m0 mang kil n thO ¢ qua céc tai lil u, sdch bao t0i th vil n, gidi thil u
sach cho giao vién va hil ¢ sinh, cho min sach va tai lilu d0 tham khO o, phic vO céng tac
gilng diy, b0 phOn thD viln con ho tr0 cho GV, HS tham khio t0 liDu d0 tham gia cac culc thi
tim hilu luD't an toan giao théng, ching bl o I0 ¢ gia dinh....Thd vildn nha tri0ng di0c céng nhin
la thO viln Tién tidn nam hic 2017-2018. ChOu toan bl trach nhilm x0 ly nghilp v thO viln. Co
tradch nhidm xay ding, t0 chOc ThO vidn holt d0ng dim bl o cac tiéu chulln Th vion. Cung clp
sach giao khoa, sach tham khi o, bao, t0p chi,... cho CBGV va hic sinh. ThiOng xuyén md cla
phic vl b0n dOc, gilithilu sach; Cung cac t0 chuyén mén trong nha tri0ng phat tril n van hda
di c cho hOc sinh.

Tuy mUi b0 phln ddm nhil m mdt cong vil ¢ khdc nhau nhing t0t cl dlu hiOng vl mdt mdc dich
la phUc vO t0t cho gidng diy va hi ¢ tl p, diu cung nhau c ging hoan thanh t0t céng vilc dilc
phan céng. Ngoai vil c thl ¢ hiln t0t nhildm vO c0a minh TO van phong luén phii hip t0t vlicac
t0 chuyén mon, phin diu thdc hiln t0t nhidm vO chinh tr0 c0a nha trl0ng, thd hil n tinh thO n
doan kit, nhOt tri trong mUi céng vilc d00c giao. Vai tro cla TO Van phong khéng th0 thilu
di0c trong hoOt d0ng chung clla nha tri0ng. Du cong vil ¢ thim I0ng nhing TO van phong da
g6p phin khéng nhi vao thanh tich chung cla nha tri 0 ng. M i thanh vién trong t0 luén coi nli
day nhi “Gia dinh th0 hai” cDa minh. C6 diUc kOt quD hém nay la sO nO I0c, tdm huylt va phin
diu khéng ngng cl a cac thanh vién trong T0.

DANH SACH NHAN VIEN T0 VAN PHONG

|STT

[HI VA TEN

ITHONG TIN CA NHAN

2/12



GI0I THIOU T0O VAN PHONG VA QUION Li HIC SINH BAN TRU

Viot b0 i Administrator
ThO ba, 18 Thang 7 2017 09:15 - LOn cOp nhOt culi ThO t0, 10 Thang 4 2024 10:24

|GHI CHU

INguyln HO ng HOi |

|Chicvl:TO Trilng |

|Ngay sinh: 18-06-1979|

|Trinh d0: Trung clp |

| TN nam: 2001
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|P0 Loong Milln

|Chic vO: Nhan vién van tho

INgay sinh: 28-09-1986 |

|Trinh d0: Trung cllp |

|BLUp Kilm

|ChOc vO: Nhan vién bl p vii

|Ngay sinh: 22-02-1983 |

| Trinh d0: 8/12
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[V6 Thi Thanh

|ChOc vO : Nhan vién kI |toan

|Ngay sinh: 1989 |

|Trinh d0: Cao Png |
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|AL&ng Ll ng

|Chic vO: Nhan vién clp di0ng

INgay sinh: 05-09-1985 |

| Trinh d0: 7/12

[Hién Nhil p

|ChOc vO: Nhan vién cI p di0ng

|Ngay sinh: 08-02-1987 |
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| Trinh d0: 10/12 |

|ChOc vO: Nhan vién cI p di0ng

|Ngay sinh: 25-11-1987 |

| Trinh d0: 12/12

To VAN PHONG
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[TT

[Hj vatén

[Ngay sinh

[Ghic vo

El

[Nguyl n HOng HOi

[18/06/1979

[TTvP

[§983182261

[ngliyenhonghaigd@gmail.com
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@] loong Miln

[38/09/1989

[Van tho

(0352596973

[prien20182019@gmail.com

[Blup Kiém

[32/02/1983

Eﬂn v

(367651407
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&nbsp;

[Hién Nhilp

[g2/08/1987

dDDng

[G392897161

[ ]

[Aléng LOng

[d9j05/1985

[Gop diong
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(0354606202

[ ]

[Aling Van

[35/11/1987

[Gup diing

(352919248

[ ]

Thd Thanh

[1981
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[ [KO toan

[d979298309

[ ]
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