TRUONG TH TRAN HUNG DPAO  CONG HOA XA HOI CHU NGHIA VIET NAM

TO VAN PHONG Doc lip- Tw do- Hanh phic
S0 44/KHVP-THD Dite An, ngay 16 thang 4 nam 2026
KE HOACH THANG 4/2026

1.Danh gid c6ng tac thang 4 (tir 01 -15/4/2026)
a. Uu diém: *K¢& todn:
Déam bao cac che d6 kip thei cho can b, gido vién, nhan vién trong nha truong;

dén, hd so nha trudng) khoa hoc, hop 1y

DPéam béo céc ché do kip thoi cho can bd, gido vién, nhan vién trong nha truong;

Hoan thanh t6t cong viac theo chirc nang, nhiém vu duoc phan cong;

Da thu thap hé so sb luong hoc sinh thude doi tuong hd tro gao hoc ky IT nam hoc
2025-2026 va ndp vé Phong Van hoa - Xa hoi xa.

Da ra soét, tham muu ty sta co s& vat chat, dam bao an toan cho céc 16p hoc

Tham muuy cac hang muc mua sim theo quy dinh dam bao dé xu4t bao vé du toan
ding quy dinh.

Soan thao vin ban theo dung yéu cau ctia lanh dao, dam bao dung dinh huéng,
khoa hoc, phéan anh théng tin chinh xac, kip thoi

ba ra soat, tham muu tu stra co SO vat chét, dam bao an toan cho cac 16p hoc

dang quy dinh.

Soan thdo vin ban theo dung yéu ciu ciia lanh dao, dam bao ding dinh huéng,
khoa hoc, phan anh théng tin chinh x4c, kip thoi

*Y té (lién truong - kiém nhiém thém truong THCS Nguyén Tét Thanh, x3 Puc An):

Thuc hién tét viée tuyén truyén phong chéng dudi nudc, thude 14 dién tir, an toan
giao théng, phong chong chay ng, .....

Da giri hé so thodi thu BHYT cua hoc sinh 1én cAp trén thanh cong;

Dam bio cong tic tiép nhan - phan loai, sdp xép, Iwru trit vin ban (cong van di —
dén, hd so nha truong) khoa hoc, hop ly;

Soan thao vin ban theo ding yéu cau cia lanh dao, dam bao ding dinh huéng,
khoa hoc, phan anh théng tin chinh x4c, kip thoi. i

*Bao vé: Pam bao taj san clia nha truong, khong bi mat mat

b. Nhugc diém: Mot sb hang muc can dugc nang cap, stra chita kip thoi;

Can tang cuong bé phan, tudi cdy xanh nhiéu hon,

2. Ké hoach céng tic thing 4 (tir 16 -30/4/2026)
a.Nhiém vy chung
Tham muu kip thoi véi lanh dao vé cong tac chuyén mén



Chip hanh su phén céng cia lanh dao, tham gia ddy du cac hoat dong trong nha trudng;

Bam sét ké hoach ctia nha truomg thuc hién ké hoach té va ké hoach ca nhan.

Nang cao tinh than trach nhiém ctia bd phan hoan thanh tt cac nhiém vy duge
phén cong.

b.Nhiém vu cu thé

*Nhén vién ké toan:

Hoan thanh ho so, sé sach ké toan. Lam t6t cong téc thu - chi ciia nha trudong

DPéam bao céc ché do kip thoi cho cén bo, gi4o vién, nhan vién trong nha truong

Cép nhét phian mém ké toan dinh ky. Hoan thanh cac loai béo céo khi c6 yéu cau

Soan thao vin ban theo ding yéu cau cua lanh dao, dam bao dung dinh huéng,
khoa hoc, phan anh théng tin chinh Xac, kip thoi.

Ngoai ra con thuc hién mét sé cong viéc khac khi lanh dao nha trudng yéu cau.

* Nhan vién y té :

bon doc kiém tra vé sinh cac 16p thuong xuyén,
Phoi hop v6i GVCN tuyén truyen, van dong phu huynh nép BHYT theo quy dinh.

Don doc kiém tra vé sinh cac 16p thuong xuyén.

Kiém tra, thuc hi¢n cong téc y té, tuyén truyén phong chong ngo doc thyc pham,
tai nan thwong tich hoc duong, chan tay miéng, v¢ sinh phong bénh truyén nhiém, .. ...

DBam bao cong tac tiép nhan - phén loai, sip xép, Iuu trit vin ban (cong van di —
dén, hd so nha truong) khoa hoc, hop ly.

Soan thao van ban theo diing yéu cau ctia lanh dao, dam bao dung dinh hudng,
khoa hoc, phan 4nh théng tin chinh xac, kip thoi

Hoan thanh cac loai bao c4o khi cé yéu cau. Lam tét cong téc thu, chi cla truong.

Ngoai ra con thuc hién mot sé cong viéc khac khi lanh dao nha trudng yéu cau.

* Nhén vién bao v¢ kiém co s& vat chit:
Bao vé trong coi tai san cia nha trub*ng, tranh mét mat;

Tiép tuc kiém tra, ra soat co s& vt chat trong nha truong dé kip thoi tham muru
v6i lanh dao dé c6 hudng sira chira, khic phuc duoc kip thoi;
Ngoai ra con thuc hién mét sé cong viéc khéc khi 1anh dao nha truong yéu ciu.
3. Cong tic boi dudng chuyén mon nghiép vu
Khéng ngimg nang cao hoc tap vé chuyén mon nghi€p vu cong tac ciing nhu cac
nhi¢m vy duge phan cong, ludn ludn tim toi hoc hdi kinh nghiém dé hoan thanh xuét
sic nhiém vu duge giao.
Tang cuong cong tac bao vé, phuc vy, huéng dan phu huynh hoc sinh trong nha
trudng tét hon nira.
Noi nhgn: TO TRUONG
- Trudng (dé b/c);

- Thanh vién trong td (d& th). [y '
-Luu to VP

Nguyén Thi Hai




