TRUONG PAI HOC VAN HIEN  CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA KINH TE - QUAN TRI Péc 1ap — Tw do — Hanh phic

PE CUONG CHI TIET HQC PHAN

1. Théng tin vé hoc phin
- Tén hoc phan: Ky ning hanh chinh vin phong
- M3 hoc phan: SKL
- Sé tin chi: 3 (3/0/6)
- Bac dao tao: Dai hoc
- Loai hoc phén (bét budc/tu chon): Tu chon
- Hoc phan tién quyét/ Hoc phan trudc: Tinh than khéi nghiép, Phuong phép
hoc dai hoc, Quan tri hoc, Nhap mon Marketing.
- Pon vi phu trach: Khoa Kinh té Quan tri

-S4 gio tin chi: 3, trong do:
o Ly thuyét: 3 TC (1 tin chi LT = 15 tiét)
e Thuc hanh: 0 TC (1 tin chi TH = 30 tiét)

2. Thong tin vé giang vién
Giang vién 1:
- Ho va tén: Tran Huy Cuong
- Chirc danh, hoc vi: Thac si
- Thoi gian lam viéc: 8:00 -16:00
- Dia diém lam viéc: Khoa Kinh t& Quan tri - Truong Pai hoc Van Hién
- Dién thoai: 093.675.6614
- Email: cuongth@vhu.edu.vn
Giang vién 2:
- Ho va tén: Huynh Thi Ngoc Quy
- Chuc danh, hoc vi: Thac si
- Thoi gian lam vi¢e: 8:00 -16:00
- bia diém lam viéc: Khoa Kinh té Quan trj - Truong Pai hoc Van Hién
- Dién thoai: 0909654006
- Email: quyhtn@vhu.edu.vn

3. Tom tit ndi dung hoc phan
Hoc phan gom 5 chuong, cung cap cho nguoi hoc kién thirc tong quat vé cong
tac nghi¢p vu van phong va quan tri hoat dong hanh chinh van phong, nham giap
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nguoi hoc 1ap duogc ké hoach hoi nghi, hoi hgp, di cong tac, tiép khach, soan thao van
ban hanh chinh thong dung ... m0t cach khoa hoc va hi€u qua khi di lam thyuc té &
doanh nghiép.

Bén canh d6, mon hoc tich hop giang day cac ky nang tu duy nhu phan bién,
giai quyét van dé va ky nang mém bao gém: giao tiép, 1am viéc nhom, thuyét trinh.

4. Muc tiéu ciia hoc phin
Hoc phan c6 nhitng muc tiéu:

Mon hoc cung cap cho sinh vién nhiing kién thirc vé co ban vé cong tic vin
phong, ciing nhu mot s6 nghiép vu co ban vé cong tac van phong.... Bén canh d6
moén hoc ren luyén cho nguoi hoc ky nang co ban trong nghiép vu xur ly trong cong
viéc van phong nhur Tién trinh xtr Iy céng van, Thu thip va xir 1y thong tin, T6 chirc
hoi hop, To chirc chuyén di cong tac, Tlep khach tryc dién, Tiép khach qua dién
thoai, Soan thdo van ban, KV thuat viét Email, Luu trit tai liu, Thuc hanh
Photocoppy, dong dau...

- Phat trién k¥ ning phan tich, 1ap luén, va thuyét trinh hiéu qua.
5. Chuin diu ra cia hoc phin:

Ma Noi dung chuéin diu ra

CDR (Bit dau bang dong tir theo thang Bloom)

Kién thirc

CLOL | Ap dung nhitng kién thirc co ban vé cong tac van phong va quan tri hanh chinh vin
phong.

CLO2 | Phdn tich cdc hoat ddng trong cong tac vin phong dé quan tri doanh nghiép.

KY¥ nang

CLO3 | Thuc hién cdc cong viéc ma nhan vién van phong phai lam nhw: soan thdao van ban,
lap ké hoach t6 chirc hoi hop, sy kién, 16 chirc chuyén di cong tac cho lanh dao, giao
tiép, viét email... mét cach thanh thao va chuyén nghiép

CLO4 | Vin dung tw duy sing tao gidi quyét cdc tinh hudng trong khi lam viéc véi nguwoi
khac hay lam viéc nhom.

Mirc d tu chi va trach nhiém

CLOS5 | Thé hién thdi do hoc tdp nghiém tic, tw hoc, tir ddnh gid diéu chinh hoc tdp.

Ma tran lién két gitra Chuan diu ra chwong trinh dao tao va Chuin dau ra hoc

phén
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Chudn | PL | PL [ PL [ PL [PLO[PLO| PL [ PL [ PL [ PL [ PLO | PL
h o|lo|o|o|s3|s51|0|0|]0|0]|61]|O

daura | 4 3.1 | 3.2 52 | 53 | 54 | 55 6.2

CLO1 X X

CLO2 X X X

CLO3 X X X X X X X

CLO4 X X

CLO5 X X

Ghi chi: PLOs (ProgrammeLearningOutcomes): Chudn dau ra cdp CTDT

CLOs(Course LearningOutcomes): Chudn dau ra hoc phin

6. Noi dung chi tiét ciia hoc phan
6.1. Ly thuyét

Chuong N¢i dung Pap ung CLOs
Chuong 1 TONG QUAN VE VAN PHONG
1.1. Van phong, chirc nang va nhié
an phong, chirc nang va nhiém vu CLOL
1.2. Qbfdn tri, chirc nang va quan tri van phong CLO?
1.3. To chirc van phong
14 Cdc phirong phdp bé tri van phong
Chwong 2 | KY NANG SOAN THAO VAN BAN
2.1. Mot s6 khai niém co ban vé van ban
29 Thé thirc trinh bay vin ban
B CLO3,
23 | SO d6 b tri trinh bay vin ban CLO 4,
CLO5
2.4. | Van phong va ngén ngir van ban
2.5. | Soan thao van ban hanh chinh thong dung
Chwong 3 | MOT SO NGHIEP VU CO BAN CUA VAN PHONG
31 Nhitng van dé chung vé hoi hop
392 T6 chirc chuyén di cong tac
C , h t N . t A CLO 31
3.3 | Cc phuong tién giao tiep CLO 4,
Tiép khach truc dién CLOS
3.4.
35 Tiép khach qua dién thoai
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Chuong Noi dung Pap trng CLOs
Chwong 4 | CONG TAC VAN THU - LUU TRU
4.1 | Cong tac van thu CLO1,CLO 2,
. R CLO 3,CLO4,
4.2 | Cong tac luu triv CLO5
Chuong 5 | HUONG DAN VAN DUNG
5.1. | Soan thao van ban
5.2. | K¥ nang soan thao Email CLO 1, CLO3,
5.3. | Photocopy CLO4,CLOS
5.4. | Pong dau
6.2. Thuc hanh
Noi dung Pap ing CLOs
P CLO1,CLO2
6.2.1. | Bai tap ca nhan CLO3.CLO4,
6.2.2. | Bai tip nhém
- Nguoi hoc 1am bai tap theo yéu cau cia giang vién CLOLCLO2,
r hr br ’ k,( 5 1‘ ‘A 7 lr CLOS’CLO4’
- Cac nhom bao cao két qua lam viée trude 16p. CLOS
7. Phan bd thoi gian theo tiét va diéu kién thue hién:
S6 tiét tin chi
Chuong Tén chwong Ly Bai Thuc Tw < Ghi chu
£ A . * | Tong
thuyet | tap hanh | hoc
TONG QUAN VE
1 VAN PHONG 10 30
KY NANG SOAN
2 THAO VAN BAN 10 10 10 20 50
MOT SO
NGHIEP VU CO
3 BAN CUA VAN 10 20 30
PHONG
CONG TAC
4 VAN THU - 5 10 15
LUU TRU
HUONG DA Tai 16p cd
5 UONGDAN |, 20 30 | AOPeo
VAN DUNG hudéng dan GV
Tong 45 10 60 20 | 135
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CAC CHU PE THAO LUAN VA TIEU LUAN

O ok owh R

Phuwong phap giang day:

Giang vién giang day véi su két hop cia mot sé phuong phap sau:

- Thuyét trinh
- Huéng dan tu hoc

- Thao luan nhom

Ma trén lién két giira Chuan diu ra véi phwong phap giang day

Céc phuong phap bd tri vin phong tai cac doanh nghiép hién nay.
Lap ké hoach t6 chirc hoi hop, hdi nghi, su kién.
Lap ké hoach t6 chirc chuyén cong tac cho 1anh dao
Viét va trinh bay kich ban giao tiép tai 1& tan.

Lap ké hoach t6 chirc chuyén tham quan nghi mat cho cong ty.

— [ o < Lo

Phuwong phap gidng day 3 9 9 9 9
@) ) () @) @)

Thuyét trinh X X X

Thao ludn nhém X X X X X
Hudng dan tu hoc X X X X X

9. Phwong phap hoc tap

Sinh vién hoc tap véi su két hop ctia mot sé phuwong phéap sau:

- Thuyét trinh
- Lam viéc nhém

- Tu hoc, tu nghién ciru

Ma trén lién két giira Chuén diu ra véi phwong phap hoc tap

— N (9.0] < Lo
Phwong phap hoc tap 9 ° ° 9 9
O O O @) @)
Thuyét trinh
X X X
Lam viéc nhom X X X X X
Tu hoc, tu nghién
cuu X X X X X

10. Nhiém vu cia sinh vién

- Chudong t6 chirc thuc hién gi0 tu hoc.
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- Tham gia ddy du cac gid 1én 16p va gid thuyét trinh (sinh vién chi duoc ving
mat to1 da 20% thoi gian 1én 16p cua hoc phan).
- Poc tai liéu tham khao bt budc va bo tro do giang vién gidi thiéu.
- Hoan thanh day du cac bai tip ca nhan, bai tdp nhom.
- Tham gia lam tiéu luan thac hoc phan.
11. Thang diém danh gia: Diém danh gid qua trinh va diém thi két thuc hoc phan
dugc cham theo thang diém 10 (tir 0 dén 10), 1am tron dén 1 chir s6 thap phan.
12. Phwong phap kiém tra, danh gia két qua hoc tap
Sinh vién duoc danh gia két qua hoc tap trén co sé hai diém thanh phan nhu sau:
1. Piém danh gid quda trinh: trong sé6 40% bao gom:
a. Diém chuyén can: 10, trong s6 10%
b. Piém kiém tra thuong xuyén: 30, trong sb 30%
2. Diém thi két thiic hoc phan: trong s6 60%
Hinh thuc thi: Tiéu luan

Ma trin quan hé giira Chuan dau ra va phwong phap kiém tra, danh gia
< , . oy N ™ < Te)
Hinh thirc danh @) @) @) @) ®)
p 4 4 - 4 -
gia O O o O o
Tiéu luan X X X X
Thuyét trinh X X X

13.Tai liéu phuc vu cho hoc phan (cac tai liéu xuit ban tir nim 2017 tré lai day
va cung cap duwgc cho Trung tim Hoc li€u noi dat tai liéu)

13.1. Tai liéu chinh
1. Tran Huy Cuong, Nguyén Minh Xuin Huwong, Huynh Thi Ngoc Quy, Bai
giang Ky nang hanh chinh van phong, Khoa Kinh té - Quan tri -Trudng dai hoc
Van Hién, 2022.
2. Nghi dinh sb: 30/2020/ND-CP vé cong tic van thu, ngdy 05 thang 02 nim
2020.

TP.H6 Chi Minh, ngay 20 thang 10 nam 2022
HIEU TRUONG Truwéng Khoa/Bo mén Giang vién bién soan
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