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Két qua hoat dong thang 11 va ké hoach cong tac thang 12
nam hoc 2018 - 2019

I/ Két qua hoat dong chinh thang 11:
1/ Cong tac chinh tri, tu twéng:
- Tinh hinh an ninh trat tu dugc dam bao.

- Nhan vién chép hanh tt cac chu truong, chinh sach cta Pang, phap luat
ctia Nha nuéde, thuc hién nghiém tic cac quy dinh vé an toan giao thong.

- Khéng c6 tinh trang nhan vién vi pham phap luat, chdp hanh tdt cac quy
dinh vé an toan giao thong, thuc hién tdt chinh sach ké hoach hoa gia dinh, noi
b doan két, nhét tri.

- Pa t6 chic cho Nhan vién ctia t6 tham gia toa dam ngay Nha gido Viét
Nam 20/11 va tiép dén cac doan ciia UBND huyén Ninh Hai, UBND tinh dén
tham va tang qua Trung tdm nhan dip ki niém 36 ndm ngay Nha gido Viét Nam
20/11.

2/ Cong tac nghiép vu:

2.1/ Cong tac vén thu - luu trit:

- Hoan thanh t6t cong tac quan ly van ban di — d¢én, phan mém TD Office.

- Hoan thanh t6t tham muu c4c vin ban: Tham muu K& hoach t6 chirc cac
hoat dong hudng tng “Ngay thé gidi tuong niém cdc nan nhan tr vong do tai
nan giao thong” nam 2018; Tham muu Ké hoach chim séc cdy xanh trong
khuén vién Trung tdm ndm hoc 2018-2019; Xay dung Ké hoach trién khai thuc
hién nhiém vu nam hoc 2018-2019 vé cong tac phéap ché; Xay dung Ké hoach
hoat dong thdng 11, cac tuan; Tham muu Quyét dinh v& viéc thanh lap t6 kiém

tra nhiém vu thang 11 ndm hoc 2018-2019.
- Tham gia Toa dam ki niém ngay nha gido Viét Nam 20/11.




- Chudn bi Van phong pham va in an giay ching nhén cho 02 dot tap huén
“Mot $O k¥ nang dic thu trong giao duc hoa nhép tre khuyét tat danh cho gido
vién cdt can va can bd quan ly gido duc dién ra tir ngay 27/11 - 30/11 cho Cén
bo quan ly gido duc va gido vién ctia 02 huyén Ninh Phudc, huyén Thuan Nam

dién ra tai Trung tam.

Nhan dinh Két quéa thuc hién: Hoan thanh t6t cong viéc dugc giao, dam bao
dung thoi gian quy dinh.

2.2/ Cong tac ké toan, tai chinh, co s¢ vat chét va cong khai:

- Hoan thanh chi tra luong va cac khoan phu cép thang 11/2018 cho cén b,
giao vién, nhan vién Trung tam.

- Thanh toan cong ng (héa don, dién, nudc, dién thoai...) thang 11/2018.

- Tham gia 16p bdi dudng cam tinh Péang vién dot 2 (tir ngay 05-
09/11/2018).

- Tham dy L& két nap Pang vién méi ndm hoc 2018-2019.

- Tham gia tiép dén cic doan (UBND huyén Ninh Hai, UBND tinh) dén
tham va tang qua Trung tdm nhan ki niém ngay nha giao Viét Nam 20/11.

- Tham gia budi Toa dam ngay nha gido Viét Nam 20/11.
- Cong khai tai chinh thang 11/2018.

Nhan dinh Két qua thuc hién: Hoan thanh tét cong viéc duoc giao, dam bao
dung thoi gian quy dinh.

2.3/ Cong tac thu vién, thiét bi, cong nghé thong tin:
- Quan ly t6t quan ly thu vién - thiét bi.
- Hoan thanh tt viéc quan tri website ctia Trung tam.

- Hoan thanh bai viét vé doan UBND huyén Ninh Hai, UBND tinh dén
tham va tang qua Trung tdm, Toa dam nhén ki niém 36 nim ngay nha gido Viét
Nam 20/11.

- Tham gia Toa dam ki niém ngay nha gido Viét Nam 20/11.

- Tham muu ké hoach t6 chire Hoi thi lam d6 dung - d6 choi nim hoc
2018-2019.

- Tham gia truc bdo s6 9.

- Chuan bi 4m thanh, man chiéu, may chiéu, co s6 vat chét va chup anh tu
liéu 02 dot tap huan boi dudng: “Mot s6 ky ning dic thu trong gidao duc hoa
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nhép tré khuyét tat danh cho gido vién cbt can va can bd quan ly gido duc dién ra
tir ngay 27/11 - 30/11 cho Cén bd quan ly gido duc va gido vién cua 02 huyén
Ninh Phudc, huyén Thuan Nam.

Nhan dinh Két qua thyc hién: Hoan thanh tdt cdng viéc dugc giao, dam bao
ding thoi gian quy dinh.

2.4/ Cong tac y té trudong hoc, thi quy:
- Thuc hién tdt céng tac cham soc suc khoe ban dau cho hoc sinh.

- Tham gia dén tiép cac doan (UBND huyén Ninh Hai, UBND tinh) dén
tham va ting qua cho Trung tdm nhén dip ngay nha gido Viét Nam 20/11.

- Tham gia Toa dam ngay nha gido Viét Nam 20/11.
- Tham gia 16p bdi dudng cam tinh Dang dot 2 tir ngay 05-09/11/2018.
- Quan ly tét s6 qu¥ thu chi trong Trung tam.

Nhan dinh Két qua thuc hién: Hoan thanh tdt cong viéc dugc giao, dam bao
dung thoi gian quy dinh.

2.5/ Cong tac tb chirc:

- Hoan thanh viéc glri cong van dé nghi xé4c minh van bang, ching chi cua
can bo, gido vién deén cac don vi cap van bang, chimg chi.

Nhan dinh két qua thuc hién: Hoan thanh tdt cong viéc dugc giao, dam bao
dung thoi gian quy dinh.

2.6/ Cong tac thong ké, bao cio:
- B4o céo cong tac thang 11 va phuong hudng cong tac thang 12.

- Bo cdo két qua trién khai cac hoat dong hudng tmg “Ngay thé gi6i tudng
niém céc nan nhéan tir vong do tai nan giao thong” tai Viét Nam nam 2018.

Nhén dinh két qua thuc hién: Hoan thanh tdt cong viée dugc giao, dam bao
dung thoi gian quy dinh.

2.7/ Cong tac dam bao an ninh trat tu truong hoc:

- Tinh hinh an ninh trat tu trong Trung tam dugc dam bao, khong xay ra
tinh trang mat cip tai san clia ca nhén, cia Trung tam.

- Thuong xuyén tuyén truyén cho nhan vién trong t6 thuc hién tbt chu
trrong, chinh sach ctia Bang, phap luat cia Nha nudc.




- Bao vé tét tai san, khong dé xay ra hu hong, mat mat tai san khi tham gia
truc bdo s6 9.

Nhan dinh két qua thuc hién: Pam bao t6t tinh hinh an ninh trat tu, khong
¢6 nhén vién quy pham phap luét trong thoi gian vira qua.

2.8/ Cong tac phong chéng chay nd, phong tranh tai nan thuong tich va vé
sinh, an toan thuc pham:

+ Cong tac phong chéng chay no: Ludn duge chi trong, dam bdo khong
xay ra tinh trang chay nd trong Trung tAm.

+ Cong tac phong chong tai nan thuong tich cho HS: Thuong xuyén tuyén
truyén cho can bd, gido vién va nhén vién va nhat la nhan vién bao vé luén cha y
tdi cac diéu kién dam bao an toan cho hoc sinh.

+ Cong tac dam bao vé sinh, an toan thyc pham: Viéc nau &n cho hoc sinh
dién ra hop vé sinh, ddm bao du chat, khong xdy ra tinh trang ngd doc, nhan
vién y té sau moi budi nau an deéu co6 luu lai mau thire an.

Nhan dinh két qua thuc hién: Pam bao t6t cong tac dam bao vé sinh an toan
thuc pham, khong cé trudng hop nao bi ngd ddc thuc pham trong thoi gian vira
qua.

3/ Cong tac khac:
- Hoan thanh tbt cac cong viéc khac do Giam dbc Trung tAm phan cong.

Nhan dinh két qua thuc hién: Viéc thuc hién dién ra nhanh chong, dam bao
hoan thanh tot nhiém vu duoc giao.

4/ Panh gia chung, dé xuat:
4.1/ Banh gia chung;:

- Nhin chung Té hoan thanh t6t cac cong viée trong tAm trong thang, dam
bao dung thoi gian quy dinh.

* Uu diém:
- Tinh hinh an ninh chinh tri duwgc dam bao.

- Thuc hién cac béo cdo, ké hoach, tham muu van ban dam bao dung thoi
gian quy dinh.

- Nhan vién T6 ¢ su doan két, tich cuc tham gia cac hoat dong do T6 va
Trung tam t6 chue.

* ToOn tai, han cheé:
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- Chat luong cac van ban tham muu con chua cao.

- Khoi lugng cong viée, nhat 1a cong viéc dot xuat nhiéu, nén doi khi xay ra
tinh trang cham tre, xay ra sai sot.

- Nhan vién cta Tb it nén mot sb cong viéc con han ché.

4.2/ Kién nghi d& xuat:

- Lip dén dién cho phong y té.

11/ Ké hoach cong tac thang 12:

- Quan 1y tét cong van di dén, phan mém TD Office.

- Hoan thanh céc Béo céo cudi HK I ctia T6 HC-TH, nhén vién trong to.

- Tham gia kiém ké tai san nam hoc 2018-2019.

- Két s6 cong van di - dén.

- T6 chure ki niém ngay thanh 1ap QPNDVN ngay 22/12.

- Tham gia sinh hoat chuyén dé thang 12 t6 HC-TH.

- Quan ly tét thu vién - thiét bi, website Trung tam.

- Lap danh muc sach dé nghi trang bi cho Trung tam.

- Chuén bj HJ trg tap huén céc co s& gido duc trén dia ban huyén Béc ai.

- Cham séc strc khoe ban dau cho hoc sinh.

- Luu mau thirc an hang ngay.

- Thanh toan luong va céac khoan phu cép luong thang 12 cho can b, gido
vién va nhan vién Trung tam.

- Thanh toén hoa don dién, nudce, dién thoai, cudc internet thang 12.

- Cong khai bao céo tai chinh thang 12.

- BPam bao an ninh trét ty, phong chéng chay nd, tai nan thuong tich, vé
sinh an toan thuc pham trong Trung tam.

- Dam bao moi truong m¥y quan, xanh sach dep.

Trén day la bao cdo cong tac thang 11 ciua Td Hanh chinh - Tong hop.

Noi nhin: TO TRUONG

- GDTT (bao cao);

- Luu: VT. W
Lé Pang Khoa




