TRUONG PH KT-KT BINH DUONG CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA: KT, TC - NH Poc Lap - Tuw Do - Hanh Phic

CHUONG TRINH GIAO DUC PAI HQC
Trinh d§ dao tao: Pai hoc Nganh: Ké toan Mai so: 7340301
PE CUONG CHI TIET HQC PHAN

1. Théng tin chung vé HP

1.1 Mi hoc phin: QTVP01 1.2 Tén hoc phin: Nghiép vy hanh chinh vin phong

1.3 Ky hiéu hoc phén: 1.4 Tén tiéng Anh: Technicality of official
Administration

1.5 Sé tin chi: 03

1.6 Phan b thoi gian:

- Ly thuyét: 40 tiét

- Bai tap va Thao luan nhom: 05 tiét

- Tu hoc: 90 tiét

1.7 Cac giang vién phuy trach hoc

phan:

- Giang vién phu trach chinh: ThS. Nguyén Thi Thuy Hudng

- Danh séach giang vién cung giang

day:

1.8 Dilu kién tham gia hoc phan: | Quan trj hoc

- Hoc phan tién quyét:

- Hoc phﬁn hoc trudc: Tin hoc dai cuong

- Hoc phan song hanh:

2. Mo ta hoc phin: ) i

Mon hoc Nghiép vu hanh chinh van phong trang bi kién thitc co ban vé chirc nang, nhi¢m vu ctua
vin phong va mot sb hoat dong trong cong tac van phong, bao gom: Cong tac dam bao thong tin
cho hoat dong quan ly; nghiép vu td chire cac cudc hop, hoi nghi; cong tac hau can; cong tac van
thu va cong tac luu tri.



3. Muc tiéu HP (Goals)

Muc Mb ta (Goal description) Chuén diu ra
tiéu (Hoc phan nay trang bi cho sinh vién:) CTDT (PLOs)
(Goals)
G1 Erlen thirc chuyén moén trong linh vuc thu ky, hanh chinh, nhan PLO1
G2 Kh\a nang thuc hién thyc hién cac nghi€p vu hanh chinh van PLO1
phong
G3 Ky nang lam viéc nhom; thu thap thong tin, xur ly thong tin & lap PLOL 9-12
chuong trinh, ké hoach cong tac cua ca nhan, don vi ’
G4 K’ha nang giao tlep hE}nh chlnP; td chirc cudc hop, hdi nghi; cong PLOL, 9-12
tac van thu va cong tac luu trir.

4. Chuén dau ra ciia hoc phian (Course Learning Outcomes-CLOs)

Sau khi hoc xong hoc phﬁn, SV c6 kha nang:

Bang 4.1. Chuan dau ra ctia hoc phan

CDR cua hoc Mo ta CLOs
phan (CLOs) (Sau khi hoc xong mén hoc nay, nguoi hoc c6 thé:)
CLO1 Phan biét dugc van phong va cong vi¢c hanh chinh van phong
CLO 2 Phén tich dugc vi tri, vai tro ciia nguoi lam cong viée hanh chinh van phong
trong co quan, t6 chirc
CLO 3 C6 kha niang xay dung va quan ly lich cong tac ctia co quan, don vi va moi
ca nhan
CLO4 Biét t6 chirc, sép Xép cac cudc hop vira, nhd do co quan, don vi to chuc.
CLO5 C6 k¥ ning giao tiép hanh chinh
CLO6 C6 kha nang td chire, sép xép hd so, tai liéu luu trir khoa hoc phuc vu nhu

cau khai thac thong tin cta cac don vi, ¢4 nhan cua co quan, t6 chue.

5. MJbi quan hé giira Chuin déu ra ciia HP (CLOs) va CPR ciia chuwong trinh (PLOs)

Mtrc d¢ dong gop cua CLO vao PLO dugc xé4c dinh cu thé:
- L (Low) — CLO c6 dong gop it vao PLO
- M (Medium) — CLO c¢6 dong gop vira vao PLO
- H (High) — CLO c6 déng gdp nhiéu vao PLO

Chu thich:




- Céc mirc H - Cao, M - Vira, L - Thép - phu thudc vao mirc hd tro ciia CLO dbi voi PLO &
muc bat dau (L) hodc murc nadng cao hon murc bat dau, c6 nhiéu co hdi dugc thuc hanh, thi nghiém,
thyc te,...(mic M) hay mirc thuan thuc (H).

Bang 5.1. Mbi quan hé gitta Chuan dau ra ctia HP (CLOs) va CDR ctia chwong trinh (PLOs)

Chuén dau ra HP (CLOs) Chuén dau ra cia chwong trinh (PLOs)

112(3|4|5/6|7|8|9 10|11 12

CLO1 L L|L|L L

CLO2 M L|L|L M

CLO3 M M| M| M M

CLO4 M M| M| H H

CLO5 H M| H | M H

CLOG6 H M| M| M H

Téng hop H M| M| M| H

6. Danh gia HP
6.1. Phuwong phap, hinh thirc kiém tra - danh gia cia HP
Bang 6.1. Phuong phap, hinh thirc kiém tra - danh gia két qua hoc tap cua SV & HP

H/phén Lquan dén
o Trong | pai danh gis Trong | pubric | CLO nao & | HD PP dénh gi4
danh gla SO SO ¢con Bﬁng 5.1
1) 2 @) (4) (©) (6) @)

Al. Kiém tra N P

thudng 109 | A2 Tudn & 30% CLO3

Xuyén Lam bai tap s0 2

(KTTX) \
Al.3. Tuan §: 0
Lambaitaps63 | 207 CLO4
Tudn 9: Xay dung

A2. K§ nang 20% hf:h cong tac tuan R? CLO 3 - AGV cho SV tl}uc hfmh
cta co quan, don xay dung lich cong tac
vi, ca nhan
Bai tap 16n: Sinh

L vién 1am mot bai o .

Af:: Da}nh gid | o000 | tap R1 CLO 4 - GV giao de}tal cho tiing

gitra ky \ SV ngay tir dau HP.
T6 chure cude hop,
héi nghi

- Bai ktra cudi ky:
A4 DA% | 5005 | Thi tric nghiém CLO 345
Y theo NHDT.




— (7) PP danh gia dat CDR: Néu tén cac PP danh gia sir dung trong tung chuong dé dat CBR.
Tham khao cac phuong phap danh gia trong CTDT nganh KE TOAN.

6.2. Chinh siach déi véi HP

— SV tham du >=80% s budi ctia HP. Néu nghi >20% sb budi s& khong duoc dy thi két thuc
HP.

7. Ké hoach va ndi dung giang day HP
Bang 7.1. K& hoach va noi dung giang day caa HP theo tudn

Tén bai
Tlli;in/ ., qu;lan danh
Cac ndi dung co ban So tiét CDR ciia bai hoc dén PP giiang Hoat dgng ia
.;(5 N cua bai hoc (chwong) (LT/TH (chirong)/ chii a3 CLO day dat hoc cua g
tiét/tua (dén 3 sb) [TT) 8 nao & CPR SV(¥) (6 ¢t 3
n) Béng 4.1 Bang
6.1
(1) ) @) (4) (©) (6) @) (8)
Chuong 1. Téng quan vé
Van phong
1 A Cacnoi dﬂung’ chinh 5/0/0 cLo1
giang day trén 16p
1.1 Khai niém
1.2 Chirc nang va nhiém
vu cta van phong - T‘rinh ba}/ khf:'u nlém Yén - Lam bai tap
1.3 Ning lyc va phim phoqg, c{mc nang, nhiém - PPDH 1 $6 1
L o N vu cua van phong '
chat cta nguoi lam cong . . L 2 2,4,16,17 |- Thao luan
8 vin phe - Trinh bay dugc co cau to nhém
viee van phong churc cua van phong
1.4 T6 chirc lao dong van
phong
B. Cac ndi dung chinh
SV ty hoc & nha 10/0/0 CLO3
1.1 Tim hiéu vé co cau - Mo ta va so dd hoa co - Tu hoc - Qhuén bi tét
to chre van phong cua cau to chire van phong cua | - T phan tu hoc ¢
mot co quan, t6 chirc co quan, to chirc - Hoc nhom nha
Chuong 2. Thong tin
trong quan 1y hanh chinh
A. Cac ndi dung chinh
2 giang day trén 16p 5/0/0 CLO3
2.1 Khai niém, vai tro
cuathongtin - Giai thich vai tro ciia
2.2 Phén loai thoéng tin thong tin trong hoat dong Lam bdi
2.3 K§ ning thu thp cla co quan, to chirc va 62 P
thong tin ngudi linh dao ; PPDH1,
~ - N , ~ <A A . 21 41 16| 17 - ThéO luE:iIl
2.4 Ky nang xu 1y théng - Biét lya chon thong tin nhém
tin phuc vu cho cong viéc cua
o £ ca nhan va lanh dao
2.5 Ky nadng cung cap
2.6 Luu trit thong tin




B. Cac ndi dung chinh

SV tu hoc & nha 10/0/0 CLO3
Tim hiéu théng tin phuc . :Frlnh bay;m(_)t N hu (.ie - Chuén b tot
vu cho cong viéc cua ca Mo ez i thong tn - - phan tu hoc &
nhan. t6 chire phuc vu cong viéc cla P
Sl mot ca nhan
Chuong 3. T6 chirc cude
h~()p, hoi nghi, hdi thao va
1€ hoi
A. Cac noi dung chinh AL 1
giang day trén 16p 7,5/0/0 CLO4,6 0
3.1 Phan loai cudc hop
3.2 Cac yéu cau td churc
hop, hoi nghi N .
3.3 X4y dung ké hoach 6 - Trinh bay dugc cong
chitc cude hop viée t}rluoc, trong va sau - Lam bai tap
o . cudc hop . “
3.4 Cong viéc chuan bi Biét 14p hd so héi nehi PPDH 1, 5037 A
trudce cudc hop T PIE AP RO SO OIS 2,4,16, 17 | - Thao luén
OC hg nhom

3.5 Cong viéc trong cudc
hop
3.6 Cong viéc sau cudc
hop
B. Cac ngi dung chinh
SV tu hoc & nha 10/0/0 CLO4
Tim hiéu cudc hop,hoi ) - Trinh bay cong viéc cua - Qhuén bi tbt
nghi cia mét co quan, to nguoi chu toa, thu ky va - - phan tu hoc ¢
chirc nguoi tham du nha
Chuong 4. L& tan vin
phong
A. Céac néi dung chinh
giang day trén 16p 7,5/0/0 CLO5

- Trinh bay dugc cong

viéc trong don tiép khach

y ctia nguoi thu ky trude,
4.1 Tlf:p d(?n kl}aChk - Co ky nang can thiét khi - Lam bai tap
4.2 Cong tac hau can giao tiép voi khach PPDH L | s64 :
4.3 Hién dai hoa cong tac - Trinh bay nhiimg noi 2 4 16 1’7  Thio luin
vin phong dung co ban cong tac hau T , ¢
x nhom

can

- Trinh bay nhiing ndi

dung co ban cta hién dai

hoa cong tac van phong
B. Céc ndi dung chinh

0/10/0 CLO5

SV tu hoc ¢ nha

- Tim hiéu quy trinh dén
tiép khach tai co quan

- Tim hiéu trang thiét b
trong van phong

- Mo ta quy trinh don tiép
khéch tai co quan, t6 chic
- Trinh bay céc trang thiét
bi van phong

Chuén bj tbt
phan ty hoc ¢
nha




Chuong 5. Cong tac van

thur CLO6
A. Céc noi dung chinh A3
5 giang day trén 16p 10/0/0 CLO6

5.1 Khai niém, vi tri, y

nghia clia cong tac vin - Trinh bfly duge ndi dung

thu tc}(lyubaln cua cong tac van - Lam b tap

5.2 Xay dyng va ban hanh ) - PPDH 1 s0 5

van ban 3 |- Trinh by trich nhi¢m 2,4,16,17 |- Thao luan

, cua don vi, ca nhan trong o , :

5.3 T6 chtic quan ly van cong tac van thu nhom

ban

5.4 Cong tac lap ho so

B. Cac ndi dung chinh

SV tu hoc ¢ nha 0/10/0 CLO6

Tim hiéu cdc loai van - Trinh bay cac loai vin 2oz

ban, hd so, tai ligu hinh ban, tai liéu hinh thanh Chudn bj tot

thanh trong hoat dong trong hoat dong cua co glﬁgn trhoc o

clia co quan, tb chirc quan, t0 chirc

Chuong 6. Cong tac luu

trie

A. Cac noi dung chinh AL2

6 giang day trén 16p 10/0/0 CLO6 '

6.1 Gioi thiéu tong quan

vé cong tac luu trir - Giai thich dugc y nghia

6.2 Phan loai tai liéu luu cua tai liéu luu trir - Lam bai tp

trix - Trinh bay trach nhidm -PPDH1, |s06

6.3 Xéc dinh gia tri tai clia ca nhan, don vi trong 2,4,16,17 |- Thao luan

lieu cong tac luu tri nhém

6.4 Bao quan va str dung

tai liéu

B. Céac ndi dung chinh SV

tu hoc & nha 0/10/0 CLO6

Tim hiéu cac loai ho so, - Trinh bay cac loai h so,

tai liéu duoc luu trix tai co tai liéu co quan phai luu - -

quan, to chirc tror
Theo CLO1,2, Ad
lich thi 3,4,5,6

(*) Ghi cha:
(3) Sé tiét (LT/TH/TT): Xac dinh sd tiét Iy thuyét, thuc hanh, thuc tap cia timg chuong.
(6) PP giang day dat CDR: Néu tén cac PP giang day sir dung trong timg chuong dé dat CBR.
Tham khdao cac phuong phap gidng day trong CTDT nganh QTVP
(7) Hoat dong hoc ctia SV: Xac dinh cac ngi dung SV can chuén bi tai nha (doc tai liéu nao,
........ ); Hoat dong tai 16p (thdo luan

tir trang thir may, LVN dé giai quyét BT, lam du 4n

nhom, lam BT thuong xuyén s0....).

Hoc liéu:




Bang 8.1. Sach, gido trinh, tai li¢u tham khao

A s en Nam | Tén séch, gido trinh, tén bai NXF’ t‘.m tap
TT Tén tac gia SO chi/noi ban
XB bao, van ban R
hanh VB
Giao trinh chinh
1 | Vuong Thi Kim Thanh 2009 | Quan tri hanh chinh van phong Théng ké
GS.TS.Nguyén Thanh Do,
o | ThS.Nguyén Ngoc Diép, 2012 | Gido trinh Quan trj vin phong Dai hoc Kinh
ThS.Tran Phuong Hién t€ Quoc dan

Bang 8.2. Danh muc dia chi web hiru ich cho HP

TT Noi dung tham khio Link trang web Ngay cap nhat
Hé thong van ban quy pham http://vanban.chinhphu.vn/portal/page/porta 01/8/2019
1 phap luat I/chinhphu/hethongvanban

9. Co sé vat chat phuc vu giang day:

Bang 9.1. Co s& vat cht giang day ciia HP

Tén giang dwong,

Danh muc trang thiét bi, phan
meém chinh phuc vu TN, TH

Phuc vu cho néi dung
Bai hoc/Chuong

PTN, xwéng, co sé . .
TT TH Tén th}ét blz dung cu, So
phan mém,... lugng
1 | Giang duong
2 | Phong mé phdéng

Binh Duong, ngay 20 thdang 7 nam 2019
P. Trwéong khoa

//

Vii Due Binh
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