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TRUONG PAI HOC SAO PO CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA GIAO DUC CHINH TRI VA THE CHAT Déc lap - Tu do - Hanh phic

PE CUONG CHI TIET HQC PHAN
Trinh d¢ dao tao: Dai hoc
Nganh dao tao: Dung chung cho cac nganh

1. Tén hoc phan: K§ ning mém 5
2. Mi hoc phan: KNM5
3. So tin chi: 2 (1,1)
4. Trinh dg cho sinh vién: Nam thu ba
5. Phin bo thoi gian
- Lén 16p: 15 tiét Iy thuyét, 30 tiét thyc hanh
- Tu hoc: 60 gio
6. Picu kién tién quyét: Hoc xong hoc phan K§ ning mém 4.
7. Giang vién

STT | Hoc ham, hoc vi, ho tén S6 dién thoai | Email
1 | ThS. Pham Xuan Puc 0904.409.139 | yenduclinh@gmail.com
2 | ThS. Tran Thi Hong Nhung | 0974.588.423 | Nhungkienlinhchi@gmail.com
3 | ThS. Nguyén Thi Hién 0972.579.236 | nguyenhienhp25@gmail.com
4 | TS. Pham Thi Hong Hoa 0384.080136 | Honghoa_dhsd@yahoo.com
5 | ThS. Nguyén Thi Hai Ha 0984.851.368 | nguyenhadhsd@gmail.com
6 | ThS. bang Thi Dung 0357.158.987 | dungdungdhsd@gmail.com
7 | ThS. Nguyén Thi Tinh 0984.327.750 | Tinh261086@gmail.com
8 | ThS. Vii Van bong 0985.412.618 | Duydongvu82@gmail.com
9 | ThS. Nguyén Manh Tudng | 0904.476.146 | Nguyenmanhtwongl0@gmail.com
10 | ThS. P4 Thi Thuy 0936.503.703 | thuydhsd@gmail.com
11 | TS. Pham Van Du 0976181949 | Phamvandu84@gmail.com
12 | TS. Nguyén Thi Nhan 0984647781 | Nguyenthinhan010187@gmail.com
13 | TS. Phung Thi Ly 0989407962 | phunglysd@gmail.com
14 | ThS. Pham Thi Mai 0978370438 | nng44862@gmail.com

8. M ti ndi dung ciia hoc phan

Hoc phan K§ ning mém 5 cung cap nhiing kién thirc co ban vé khéi niém, vai
tro cua k¥ nang lap ké hoach - to chuc cong viéc va td chirc su kién; Céac nguyén tic,
phuong phap 1ap ké hoach. T6 chirc sy kién, phan biét cac loai sy kién va y nghia t6
chtre sy kién; quy trinh td chire su kién: Hinh thanh cha dé cho sy kién, viét chuong
trinh cho sy kién, hoach dinh cong viéc can thiét, thuc hién ké hoach c6 kém kiém
soat, to chtrc su kién va theo ddi su kién, két thic sy kién va hop rut kinh nghiém;
Hinh thanh cho sinh vién k¥ niang 1ap ké hoach, t6 chitc cong viéc va td chire su kién,
qua do sinh vién van dung lap ké hoach trong hoc tap, rén luyén, trong cudc séng va
t6 chirc duge mot sd su kién.
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9. Muc tiéu va chuin diu ra hoc phan
9.1. Muc tiéu
Muc ti€u hoc phan théa man muc ti€u cua chuong trinh dao tao:

Muc Mikc dd theo | Phan bo muc tiéu
tié.u Mo ta thang do hoc phan
Bloom trong CTPT

MT1 Kién thirc

Trinh bay duoc ndi dung co ban vé
MT11 kz nén‘g lap lfé hoacE - téA’chlﬁz’c céng 5

vi¢c va to chire su kién. Lay vi du dé

lam 10. __ : : [1.2.1.1a]

Dién giai dugc tdm quan trong cua
MT1.2 k.}i nén\g l'c;lp kéz hoach .-Atc;) chuc cong 5

viéc va tdé chuc su kién trong thuc

tién cudc soéng.
MT2 K¥ nang

Phan tich duoc noi dung co ban vé ky
MT2.1 | ning 1ap ké hoach - to chirc cong viéc, 4

t6 chire su kién.

Ap dung k¥ ning 1ap ké hoach - t6 chirc [1.2.2.3]
MT2.2 C(,A)ng ;Vié(i’ t(:) chuc sui kiér} giai ql‘AJyé"t 3

cac van de lién quan dén nganh nghe va

thuc tién cudc séng.
MT3 Mike tw chii va trach nhiém

Co nénqg luc lap ké hoach, to chirc cong [1.2.3.1]
MT3.1 | viéc, t0 chic su kién doc lap, sang tao, 4

chiu trach nhiém trong cong viéc.

Co ning lyc huéng dan, giam sét [1.2.3.2]
MT3.2 | nguoi khac cung thuc hién nhiém vu 4 T

duoc giao.

9.2. Chuin dau ra
Su phu hop cuia chuan dau ra hoc phan véi chuan dau ra cia chuong trinh dao tao:

Phan bo
PR PR h
C n L Thang do ¢ N e¢
hoc Mo ta phan
A Bloom
phan trong
CTDT
CDR1 Kién thire
Trinh bay dugc khai niém va vai tro cua ky nang lap
CbRI1.1 | 2 . A A A 1 A 2
ké hoach - t6 chirc cong viéc, to chure su kién. [2.11]
Toém tat dugc cic nguyén tic, phuong phap lap o
CbR1.2 | . : A . I 2
ké hoach; cac loai su ki¢n, quy trinh t6 chuc sy

2




Phan bo
CDR o Thang do CDRkhgc
hoc Mo ta phan
A Bloom
phan trong
CTDPT
kién va y nghia cua td chire su kién.
CDR 2 Ky nang
Phan tich duoc khai niém, vai tro, y nghia cua lap
CDRO.1 ké’ hoach - to LChl:l’C céng Viéi va ,té CfAll:fC su.:AkiénX. 4 [2.2.7]
Céc nguyén tac, quy trinh t6 chirc cong viéc, t0
chure su kién.
Van dung k¥ nang lap ké hoach - to chirc cong viéc,
CDR2.2 | t6 chuc sy kién giai quyét cac van d& lién quan dén 3
nganh ngh¢é va thyc tién cudc sdng.
CDbR3 Mire tu chi va trach nhiém
Co nang luc lap ké hoach, t6 churc cong viéc, t6 chirc [2.31]
CDR3.1 | sy kién doc lap, sang tao, chiu trach nhiém trong 4 o
cong viéc.
C6 ning luc huéng dan, giam sat nguoi khac 1ap
CDR3.2 | ké hoach, t6 chitc cong viéc, to chic sy kién thudc 4 [2.3.2]
chuyén mén.

10. Ma tran lién két ndi dung véi chuin diu ra hoc phan

STT

Chuan dau ra cia hoc phan

Noi dung hoc phan CPR1

CDR2

CDR3

CbR
1.1

CbR
1.2

CbR
2.1

CDR
2.2

CbR
3.1

CDR
3.2

BAI 4. KY NANG LAP KE HOACH -
TO CHUC CONG VIEC VA TO
CHUC SU KIEN

1. Lap ké hoach va vai tro cta viéc lap
ké hoach

1.1. Khai niém 1ap ké hoach

1.2. Vai tro cua viéc lap ké hoach

1.3. Céc loai ké hoach

1.4. Cac nguyén tic 1ap ké hoach

1.5. Phuong phap 1ap ké hoach

X

X

X

X

2. T6 chuc su kién va y nghia cua to
chtre su kién
2.1. Khai niém t6 chirc su kién

22.Y nghia cua td chire su kién




STT Noi dung hoc phin

Chuin diu ra ciia hoc phin

CDR1 CDbR2 CDR3

1.1 1.2 2.1 2.2 3.1

CbR CbR CbR | CBR | CBR | CBbR

3.2

2.3. Phan loai su kién

2.4. Quy trinh t6 chire su kién

11. Panh gia hoc phin:

11.1. Kiém tra va danh gid trinh dp:

Chuan dau ra

Mirc d§ thanh thao dwgc danh gia béi

CbR 1 Kiém tra thuong xuyén, kiém tra thuc hién
nhiém vu vé nha, kiém tra gifra hoc phﬁn.
Két qua thdo luadn trén 16p, thuc hién nhiém
CbR 2 N o A 2
vu v€ nha, kiém tra gitta hoc phan, kiém tra
két thuc hoc phan.
CDbR 3 Kiém tra thuong xuyén, két qua thyc hién

nhiém vu ctia ca nhan va theo nhom cé s
dung cong nghé thong tin khi thyc hanh céc
k¥ nang.

11.2. Céch tinh diém hoc phdn: Tinh theo thang diém 10 sau d6 chuyén thanh thang

diém chir va thang diém 4

STT Piém thanh phan

Quy dinh | Trong s Ghi chu

Piém kiém tra thuong xuyén;
diém danh gid nhan thuc va
1 |thai do tham gia thao luén;
diém danh gia phan bai tap;
diém chuyén can.

01 diém 209 Diém trung binh cua
0 A .
cac lan danh gia

2 | Diém kiém tra giita hoc phan

01 diém 30%

3 | Piém thi két thuc hoc phan

01 diém 50%

11.3. Phwong phap danh gia

Hoc phan str dung phuwong phap danh gia diém thanh phan nhu sau:

- Kiém tra thuong xuyén: Van dap; danh gia nhan thirc va thai d6 tham gia thao

ludn; danh gia phan bai tap; chuyén can.

- Kiém tra giita hoc phan: Ty luan (01 bai kiém tra, thoi gian 1am bai: 90 phit)
- Thi két thic hoc phan: Tu luan (01 bai thi, thoi gian 1am bai: 90 phit).

12. Yéu cau hoc phin

Sinh vién thuc hi¢n nhitng yéu cau sau:

- Tham gia t6i thiéu 80% sb tiét hoc trén 16p dudi su huéng dan cua giang vién.
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- Poc va nghién ctru tai li¢u phuc vu hoc phﬁn, hoan thanh céac bai tap ca nhan

va bai tdp nhom.

thanh thiéu nién, NXB Thanh nién, Ha Noi.

- Chu dong 6n tap theo dé cuong 6n tap duogc giang vién cung cép.

- Tham gia kiém tra giita hoc phan, thi két thuc hoc phan.

- Dung cu hoc tap: V& ghi, but...
13. Tai liéu phuc vu hoc phin

- Tai liéu bt bujc:

[1]- Truong Pai hoc Sao D6 (2019), Gido trinh Ky ndng mém, in luu hanh ndi bo.

- Tai liéu tham khdo:

[2]- Tran Hoang Trung (2009), Ky ndng qudn tro & 325 tro choi tdp thé thanh
thiéu nién, NXB Vin héa Thong tin, Ha Noi.
[3]- Pham Pinh Nghiép, Lé Van Cau (2010), Ky ndng té chirc cdc hoat dong cong tic

[4]- Khuyén Tran (BTV Alpha Books)(2016), 50 diéu truong hoc khéng day ban
va 20 diéu can lam truwde khi roi ghé nha triong, NXB Khoa hoc x4 hoi, Ha Nbi.
14. Noi dung chi tiét hoc phan va phwong phap day - hoc

As .o K Lok . CDR hoc
TT NOi dung gidang day So tiet | Phwong phap day- hoc phin
1 |BAI 4. KY NANG LAP KE| 6 |Thuyét trinh, day hoc| CDRI.I
HOACH - TO CHUC CONG VIEC | (LT, | dwa trén vén dé, trwe| CDRI.2
VA TO CHUC SU KIEN 4TH) | quan, t6 chirc tro choi. CbR2.1
- Giang vién: CDbR3.1

Muc tiéu bai:

- Trinh bay duoc ndi dung co
ban vé k¥ niang lap ké hoach - t6
chic cong viéc va td chuc su
kién. Lay vi du dé lam rd.

- Dién giai duogc tam quan trong
cia k¥ ning lap ké hoach - to
chic cong viéc va td chuc su
kién trong cudc sdng.

- Ap dung k¥ nang 1ap ké hoach -
t6 chirc cong viée, to chirc su kién
giai quyét cac van dé lién quan dén
nganh nghé va thyc tién cudc sdng.
Noi dung cu thé:

1. Lap ké hoach va vai tro cua
viéc lap ké hoach

1.1. Khai niém lap ké hoach

1.2. Vai tro cua viéc 1ap ké hoach

+ Trinh bay, giai thich
khai niém, vai tro cua viéc
1ap ké hoach.

+ Néu van dé& va huéng
dan sinh vién giai quyét
van de.

+ Tryc quan hinh &nh,
trinh chiéu clip.

+ T6 chirc tro choi.

+ Nhan xét, danh gia.

- Sinh vién:

+ Doc tai licu:

[1]: Bai 4.

[2]: tr.31.

[3]:tr.7-11.

[4]: tr.222.

+ Lang nghe, quan sat,
ghi chép bai.




CDR hoc

TT Noi dung giang day S6 tiét | Phwong phap day- hoc phin

1.3. Cac loai ké hoach + Suy nghi, tra 1oi, giai
- Theo thoi gian quyét van dé.
- Theo cép ké hoach + Céic nhém thuc hanh
- Theo hinh thirc thong qua céc tro choi.
1.4. Cac nguyén tic 1ap ké hoach + Thl.IfJ hanh theo ndi
1.5. Phuong phap 1ap ké hoach dung tiet hoc.
- Phwong phap truyén thong
- Phuong phap tham gia
* Thyc hanh k¥ nang

2 | 2. TO chtrc sy kién va y nghia cua | 39 Thuyét trinh, phwong| CDRI.1
t6 chuc sy kién (13LT, | phap déng nio, té chirc | CDR1.2
2.1. Khai ni¢m t6 chirc sy kién 26TH) | tro choi, phwong phip | CDR2.1
2.2.Y nghia cta t6 chirc su kién dong vai, phwong phap | CDR2.2
23 Phan loai su kién thdo luan nhom. CbR3.1

S A - Giang vién: CPR3.2

- Su kién ndi bg cong ty

- Su kién hudng dén khach hang

* Cac loai su kién co ban

- Sy kién mang tinh nha nudc,
chinh phu

- Sy kién cong déng, su kién phi
lo1 nhuan

- Su kién cua ca nhan

* Thuc hanh k¥ nang

* Kiém tra giita hoc phan

2.4. Quy trinh td chure su kién
2.4.1. Hinh thanh chu dé cho sy kién
2.42.Viét chuong trinh cho su kién
2.4.3. Hoach dinh cong viéc can thiét
2.4.4. Thuc hién ké hoach c6 kém
kiém soat

2.4.5. T6 chirc su kién va theo ddi
su kién

2.4.6. Két thuc su kién, chuyén do
dac vé kho

2.4.7. Hop rut kinh nghiém

* Thuc hanh k¥ nang

+ Giai thich khai niém t6
chure su kién.

+ Néu van dé va huéng
dan sinh vién giai quyét
van deé.

+ Tb chirc tro choi.

+ T6 chtrc cho sinh vién
dong vai va dua ra cau hoi
thao luan nhom.

+ Nhan xét, danh gia.

- Sinh vién:

+ Doc tai liu:

[1]: Bai 4.

[2]:tr.75, tr.169, 312.

[3]: tr.45, tr.142,

+ Lang nghe, quan sat,
ghi chép bai.

+ Chuan bj céc dung cu
theo sy phan cong.

+ Doéng vai, thdo luan
theo chi dé giang vién
dua ra.

+ Thuc hanh theo ndi
dung tiét hoc.




CDR hoc

TT Noi dung giang day So tiét | Phwong phap day- hoc phin
+ Lam bai kiém tra giita
hoc phan.
Hai Duong, ngay 24 thang 9 nam 2020
KT. HIEU TRUONG TRUONG KHOA TRUONG BQ MON
: EU TRUONG M
Pham Thi Hong Hoa Pham Xuan Pirc



