Cung edp thong tin VA Tuu tedt ho sot Cung cdp théng tin, s0 ligu ké todn theo
yau cdu cla phép ludt v BGH nha trudng, Bdo quén, hwu trit hd so, chimg b, s6 sdch
lidn quan ddn cdng tde tii chinh the0 quy dinh cia phdp lugt.

Quan Iy cde phin mém vé qudn ly i san, tai chinh Ké toxin tin; tai san cd
dinh; cdic khodn thu; cde khodn chi; ticn lwong va bdo hiém; cdc ngudn kinh phi , ...)
theo quy dinh v nha trudng dang sir dyng.

LJp bdo cdo v quyet todn: L§p cde bdo cdo tai chinh dinh ky (hang thing, quy,

ndm) nhu bdo c‘xo tinh hinh tai chmh. bdo cdo ket qua hogt dfng, ... theo quy dinh
Thye hign quyst tosn ngdn v\ch cudi nim. Thye hign két chuyén cdc nﬁhxt,p VU, lcn s6
sich va bdo cdo tai chinh cudi ky. .

Tham gia cdc hdi dom* Vi cdc hogt ddng khéc nha trudng phin cong: Tham gia
céc hdi ddng nhur thi dua khen thudng, xét hoc bdng, kiém ké thanh ly tai san, ddu
thau. Tham gia cdc hogt ddng 6 chire doan thé trong nha trudng. Thye hi¢n cdc nhi¢m
vu khéc duoe nha trudng giao theo quy dinh phép lugt.

2. Cong tic Thur vign; Cong tdc Thiét bj trwdng hoe; Cong tic ciia y té hoc
dwdng: Ba Ba Pham Thj Thio phy trich

¥ Thyre hign vi tri vige lam thu vign, quan trj cong s6.

- Lap ké hoach hoat dgng thu vién theo chi dgo ciia cdp trén; thye hién gidi
thigu séch cho CBGVNV va hoc sinh trong trurdng;

- Lip s6 theo dai viéc muon sit dung sich, vin hoa phim hang ngay. Hang
théng 13p bdo cdo vé tinh hinh sit dung;

- Phéin logi cy thé vé sich gido khoa, siip xép khoa hoc d& 14y, d& tim, gii¥ gin,
bio quén va v§ sinh thudng xuyén, dam bao khéng bj mdi mot, hu hong;

- Hang nam kiém ké hai lan: Dau niim va cudi nim, 1§p bdo cdo tinh hinh veé
chét lugng SGK qua viée st dung. S4 séch thiéu phai dugce cu thé timg logi va dé Xudt
mua sim bd sung;

- Bao quan, vé sinh thudng xuyén, Nhip kho céc logi séch duge cip hojic mua
vé, 1ap s ghi chép luu trit hod don chiing tir trude khi dua vao sit dung. Phéin logi cu
thé vé thiét b day hoc, sip xép khoa hoc d& ldy, d8 tim, giir gin, bdo quan va v¢ sinh
thudng xuyén, dam béo khong bj méi mot, hu hong,

- Lap so theo ddi vé viéc muon st dung dd ding thidt bj day hoc hang ngay.
Hang théng I3p béo cdo vé tinh hinh sit dyng.

- Lap k& hoach xdy thu vién dgt chudn qudc gia, quan ly hd so thu vién chudn

- Hang nim kiém tra hai 1an: Pau ndm va cudi nam, ldp bdo cdo tinh hinh ve
cht luong thiét bj qua viée sir dung. S4 séch, thiét bi thiéu phai duge cy thé timg logi
va d& xuat mua sim bd sung.

- B&o quan, vé sinh thudng xuyén, khong lam mét, hu héng tai san, thiét bj nha
truong. Nhip kho cdc loai thiét bj dugc cdp hojic mua vé, 13p s6 ghi chép luu trir hod
don chimg tir trude khi dua vao sir dung.
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