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TRUONG PAI HOC SAO PO CONG HOA XA HQI CHU NGHIA VIET NAM
KHOA: KHOA DU LICH & NGOAI NGU Poc lap - Tw do - Hanh phiic

PE CUONG CHI TIET HQC PHAN
Trinh d¢ dao tao: Pai hoc
Nganh: Ngon ngir Anh, Ngon ngir Trung

1. Tén hoc phan: Nghiép vu vin phong

2. Mi hoc phian: KHXH 016

3. S tin chi: 2(2,0)

4. Trinh dg cho sinh vién: Nam thur hai

5. Phan bd thoi gian:
- Ly thuyét: 30 gio 1y thuyét, 0 gio thyc hanh
- Ty hoc: 60 gio

6. Piéu kién tién quyét: Khong

7. Gidng vién

STT Hoc ham, hgc vi, ho tén S6 dién thoai Email
1 | ThS. Nguyén Thi Huong Huyen | 0989.836.345 | Huyentb2010@gmail.com
2 | ThS. Nguyén Thi Thao 0904.422.018 | Nguyenthaosd@gmail.com
3 | ThS. Nguyén Thi Sao 0977.125.491 | Maisaobms@gmail.com

8. M ti ndi dung ciia hoc phan

Mon hoc cung cép kién thire tong quat vé vé cong tac vin phong, cong tac vin
thu, luu trir, gitp sinh vién c6 thé thuc hién mot sb nghiép vu van phong co ban nhu
xay dung chuong trinh, ké hoach va lich lam viéc, to chtrc hoi hop, to chirc cac chuyén
di cong tac, soan thao, ban hanh va quan ly van ban, nghi¢p vu van thu luu tri¥, giao
tiép hanh chinh va t6 chuic noi lam viée.
9. Muc tiéu va chuin diu ra ciia hoc phin:

9.1. Muc tiéu

- Muc tiéu hoc phﬁn thoa man muc ti€u cia chuong trinh dao tao:

Mire do - "
Muc . n Dap wng muc tiéu
i Mo ta muc tiéu theo thang i
tieu ’ cua CTDT
do Bloom
MT1 Kién thirc
- Trinh bay dugc chirc nang, nhiém vu
MT1.1 | cta vin phong, co cdu to chitc va nguyén 2 [1.2.1.1c]
tac lam viéc clia van phong.
- Trinh bay duoc vi tri, tic dung, yéu cau
MT12 | . . N N 3 [1.2.1.1c]
va ndi dung céng tac van thu, cong tac luu
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Mirc do

Muc . - Pap wrng muc tiéu
il Mo ta muc tiéu theo thang ciia CTDT
do Bloom
trit va moi quan hé giita hai cong tac nay.
- Trinh bay dugc van phong, ngon ngir,
thé thirc va soan thao mot sb loai van ban
MTL3 hanh chinh thong thudng: thong bao, t& 4 [1.2.1.1c]
trinh, bao cdo, bién ban, cong van.
MT2 K¥ ning
- Phan tich dugc chirc nang, nhiém vu
MT2.1 | cta vin phong, co ciu to chirc va nguyén 3
tac 1am viéc cua vin phong
-. Xac dinh dugc vi tri, tdc dung, yéu cau
va ndi dung cong tac van thu, cong tac
MT2.2 . . o 3
luu trlr va moi quan h¢ gitra hai cong tac
nay. [1.2.2.3]
- Van dung duogc kién thire dé chu dong,
tich cuc trong thuc hi¢n thanh thao cac
MT2.3 nghiép vu Vé}l phong trong cdc doanh 4
nghi¢p, cac td6 chuc chinh tri - xa hoi,
soan thao thanh thuc cac loai van ban
hanh chinh thong thuong.
MT3 Nang luc tu chi va trach nhiém
C6 nang lyc lam viéc doc lap, lam viée
MT3.1 | theo nhom va chiu trach nhiém trong 4 [1.2.3.1]
cong viéc.
C6 nang lyc dinh hudng, lap ké hoach,
MT3.2 diéu phdi, quan ly, hudng dan, gidm sat, 4 [1.2.3.2]

danh gid va dua ra két luan cac cong viéc
thugc chuyén mon nghe nghiép.

9.2. Chudn dau ra
Su phu hop cta chuan dau ra hoc phan vdi chuan dau ra cia chuong trinh dao

tao:
CDbR Mirc d¢ theo | DPap ing
hoc Mo ta CDR hgc phan thang do CDR cua
phan Bloom CTPT
CbR1 Kien thire
CDRI.1 Trinh bay dugc nhitng kién thuc co ban vé 5 [2.1.2]

churc nang, nhiém vu cua van phong, co cau to
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CDR . Mikc d§ theo | Dap ing
hoc Mo ta CDR hgc phan thang do CDR cua
phan Bloom CTPT

chtrc va nguyén tic lam viéc cua van phong
Trinh bay dugc duoc vi tri, tac dung, yéu cau va

CDR1.2 | van dung ndi dung cong tac van thu, cong tac huu 3 [2.1.2]
trit va moi quan hé giita hai cong tac nay. o
Trinh bay dugc mot vin phong, ngdn ngi, thé

CDR13 thlAIC va sc?an thaoA mot s:o lo?u Vfln bar} han,h ChI.I}h 4 [2.1.2]
thong thuong: thong bao, to trinh, bao cao, bién
ban, cong van.

CDR2 Ky nang

CPR2.1 Phafln biét dugc nhi€ém vu chu yéu cua van 3 [2.2.5]
phong.

CPR2.2 C,}iéi thiA’ch du’ch khfii nié}n, y nghia, f:hlﬁ:c na‘u~1g, 3 [2.2.5]
tinh chat, nguyén tac quan 1y cong tac luu trir.

CDR2.3 S? S&flh dlj,l’(_)'C cac lfhau cua nghiép vu chu yéu 3 [2.2.5]
cua cong tac luu trir.
Thuc hién thanh thao cac nghiép vu van phong

CDR2.4 | trong cac doanh nghiép, céc t6 chirc chinh tri - 4 [2.2.5]
xa hoi

CDR2.5 So,e,m the}o thanl‘a thuc cac loai van ban hanh 4 [2.2.5]
chinh thong thuong.

CDR3 Mirc tu chu va trach nhiém
Co6 kha nang lam viéc doc lap hodc lam viéc

CBR3.1 the‘(z nh(')A,n.L c’l?iu tféch nhiém‘ fé nﬁén \‘12‘1 trél.(ih 4 [2.3.1]
nhiém doi1 voi nhoém trong di€u kién lam vigce
thay doi.

CBR3.2 C‘(') nang luf:Ahuér}Ag dan, giémA sat Angu’(‘)’i khéc 4 [2.3.2]
cung thyc hién nhiém vu chuyén mon.
C6 kha nang 1ap luan, giai quyét van dé, suy

CBR3.3 nghi tim hé théng va kha ning dinh hudng 4 [2.3.3]

nghé nghiép; xdy dung thai d6 hoc tip dung
dan va dao dirc nghé nghiép.




10. Ma trén lién két ndi dung véi chuin dau ra hoc phan:

Chuan dau ra cia hoc phan

CDR1 CDR2 CDR3
Chuong Noi dung hoc phan CDR | CDR | CDR | CPR | CDR | CDR | CBR | CPR | CPR | CDR CDR
1.1 1.2 1.3 21 22 23 | 24 25 31 32 33
1 Chuong 1: Tong quan vé cong tac 2 3 4 4 4 4

van phong

1.1. Khai niém van phong

1.2. Vi tri, chtic nang, nhiém vu.
1.2.1. Vi tri.

1.2.2. Chutrc ndng ctia van phong.
1.2.3. Nhiém vu chinh cua van
phong.

1.3. M6t s6 loai hinh vian phong

1.4. Co cau tb chtic ctia vian phong
14.1. Co cau to chtc cua vin
phong.

1.4.2. Nguyén tic lam viéc cua van
phong.

1.4.3. Mdi quan hé cta vin phong.
1.5. Céu triic co ban cua vin phong
1.5.1. Cac trang thiét bj van phong
1.5.2. Con nguoi trong van phong

1.5.3. Céc nghiép vu van phong




Chuan dau ra cia hoc phan

CDbR1 CDR2 CDR3
Chuong Noi dung hoc phin CDR | CPR | CDR | CPR | CPDR | CPR | CPR | CDR | CPR | CPR | CBR
1.1 1.2 1.3 2.1 2.2 2.3 2.4 2.5 3.1 3.2 3.3
1.6. Hién dai hoa cong tac van
phiing
1.6.1. Su can thiét phai hién dai hoa
cong tac van phong
1.6.2. Noi dung hién dai hoa cong
tac van phong
2 Chuong 2: Cong tac van thu, luu 3 3 4 4 4 4 4

trir

2. 1. Cong tac van thu.

2.1.1. Khai niém

2.1.2. Vi tri, tac dung

2.1.3. Noi dung cong tac van thu
2.1.4. Yéu cau ddi voi cong tac van
thur.

2.2. Cong tac luu tri

2.2.1. Tai liéu luu trir.

2.2.2. Cong téac luu trir.

2.3. Tinh chit va mbi quan hé giita
cong tac van thu va cong tac luu trir
2.3.1. Tinh chit cia coéng tic vin

thu va cong tac luu triv




Chuan dau ra cia hoc phan

CDbR1 CDR2 CDR3
Chuong Noi dung hec phan CDR | CPR | CDR | CPR | CPDR | CPR | CPR | CDR | CPR | CPR | CBR
1.1 1.2 1.3 2.1 2.2 2.3 2.4 2.5 3.1 3.2 3.3
2.3.2. M6i quan hé giita cong tc
van thu va cong tac luu trir
3 Chuwong 3: K§ thuit soan thao 3 4 4 4 4 4

van ban hanh chinh

3.1. Nhitng khai niém vé van ban.
3.1.1. Khai niém vé vin ban.

3.1.2. Khéi niém Van ban quan ly
Nha nude.

3.1.3 Phan loai van ban quan li nha
nuac.

3.2. Thé thirc vén ban.

3.2.1. Khai niém

3.2.2. Thanh phan thé thtic vin ban
3.3. Van phong va ngoén ngir van
ban.

3.3.1. Van phong hanh chinh — c6ng
VUL

3.3.2. Ngon ngit van ban.

3.4. Soan thio mot s6 vin ban hanh
chinh thong dung

3.4.1. Soan thao Quyét dinh




Chuong

Noi dung hoc phin

Chuan dau ra cia hoc phan

CDR1 CDR2 CDR3
CDR CDR CDbR CDR CDbR | CBDR | CDR | CBR CDR CDR CDbR
1.1 1.2 1.3 2.1 2.2 2.3 2.4 2.5 3.1 3.2 3.3

3.4.2. Soan thao cong van
3.4.3. Théng bao.

3.4.4. Soan thao Bao cao.
3.4.5. Soan thao To trinh
3.4.6. Soan thao Bién ban




11. Panh gia hoc phin
11.1. Ma trdn phwong phdp kiém tra dinh gid véi chudn ddu ra hec phan

biém Quy | Trong| Phwong phap CPR ciia hoc phan .
STT N A . Je .2 , .y Ghi chu
thanh phan | dinh SO kiém tra danh gia | CPR1 | CPR2 | CDR3
1 | biém thuong Panh gia nhan| CPR | CBR | CBR
xuyén, danh thec va thai do| 1.1, 2.1, | 3.1,
gia nhan tham gia thio| CBR |CDR|CBR| |
thicc, thai do | 0L | pqop |luén; danh gia| 12 | 22, | 32 Ef:ﬁcgnir;g
thao  luan, | diém phan  bai  tap; CPR 5 d,uh g
Chuyén Cén Chuyén can: Van 2.3 an danh gia
cua sinh dap
vién...
2 CbR | CBbR | CBR
Kiém tral L3, (?ij CsDZR
itra hoc . 30% an: )
ai 1 diém Tu luan: 90 pht 25. | 3.3
phan
3 CbR | CbR | CBR
1.3, | 2.2, | 3.2,
CBbR | CBbR
Thi két thac| 01 | 5qo4 Tu luan, 23, | 33
X .2 e , CbR
hoc phan diém thoi gian: 90 phat 24
CbR
2.5.

11.2. Cdch tinh diém hoc phan
Diém hoc phan 14 trung binh cong cac diém thanh phan da nhan trong sé. Tinh theo
thang diém 10, 1am tron dén mot chix sé thap phan. Sau d6 chuyén thanh thang diém chit va
thang diém 4.

12. Yéu cau hec phan

nhom.

Sinh vién thyc hién nhiing y€u cau sau:

- Tham gia t6i thiéu 80% s6 gid hoc trén 16p dudi sy hudng din cua giang vién.

- Poc va nghién ctru tai li¢u phuc vu hoc ph'ém, hoan thanh céc bai tp cd nhan va bai tap

- Chu dong 6n tap theo dé cuong 6n tap dugc giang vién cung cip.

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

- Dung cu hoc tap: vo ghi, but, thudce ké,...




13. Tai li€u hoc tap:

- Tai liéu bt buc:

[1]. Pong chu bién: GSTS Nguyén Thanh Do, ThS Nguyén Ngoc Piép, ThS Tran Phuong
Hién (2012), Gido trinh Qudn tri van phong, NXB Dai hoc Kinh té qubc dan.

- Tai liéu tham khdo.

[2]. Luong Minh Viét (2016), Nghiép vu thu ky van phong, NXB Hoi Noi. ’
[3]. GSTS bong Thi Thanh Huong (2009), Quan tri hanh chinh van phong, NXB Thong

Ké.

14. Noi dung chi tiét hoc phin:

. " . Sb CDPR
A Noi dung giang da A - \

Tuan L g glang aay gity Phwong phap day-hoc hoc phan
Chuwong 1: Tong quan vé cong 4  [Thuyét trinh; Day hoc dwa | CDRI.1,
tac vin phong (4LT, | trén van d&; To chic hoc | CDR2.1,
Muc tiéu chwong: Trang bi cho | 0TH) | theo nhom. CbR2.4
sinh vién kién thirc vé vi tri, chuc - Giang vién: CbR3.1,
nang, nhi€ém vu cuia van phong, mét + Giai thich cac khai nigm, | CPR3.2,
s6 loai hinh va co ciu cua vén dinh nghT?. ‘ CDBR3.3.
phong. + Néu van de¢, hudéng dan
Ngi dung cu thé sinh vién giai quyét van dé.
; 1 Khii n.iém vin phong + Giao bai tap cho ca nhan,

i cac nhom.,
1.2. Vi tri, chirc ning, nhiém vu
12.1. Vit + GV nhan xét, danh gia va
T két luan.
1.2.2. Chtic nang cua van phong. Sinh via
: - Sinh vién:
1.2.3. Nhiém vu chinh cua van L
1 + Doc trudec tai liéu:

phong.

1.3. Mot s loai hinh vin phong
1.4. Co ciu to chirc ciia vin
phong

1.4.1. Co cau to chuc cua vin
phong.

1.4.2. Nguyén tic lam viéc cta vin
phong.

1.4.3. Mbi quan hé cia vian phong.
1.5. CAu tric co ban cia vin
phong

1.5.1. CAc trang thiét bi van phong
1.5.2. Con nguoi trong van phong

[1]: Chuong 1.

[2]: Chuong 1 va 2.

+ Ling nghe, quan sét, ghi
chép va giai quyét cac van
de.

+ Tra loi cau hoi ca nhan, theo
nhom trong [1]: Chuong 1,
muc 1.1 - 1.6.

+ Thao luan




CDR

Tuin Noi dung giang day iy Phwong phap day-hoc hoc phin
1.5.3. Cac nghiép vu van phong
1.6. Hién dai hdéa cong tac vin
phong
1.6.1. Sy can thiét phai hién dai hoa
cong tac van phong
1.6.2. Noi1 dung hién dai héa cong
tac van phong
Chuong 2: Cong tac vian thu, luu 8 CbR1.2,
trir (8LT, ] CbR2.2,
Muc tiéu chwong: Sinh vién hiéu 0TH) Thu,yét A trinll; _ ch“’m,lg CDR2.3,
1d vé cong tac van thu, luu trir va Ef,lz?hgg?]%énnio’ T chic CDbR2.4.
m‘01 quari h¢ gitra cong tac van thu - Giang vién: CPR3.1,
Va}.uu i . + Néu vén d& can giai quyét. | CPR3-2,
]ZV(; ‘gg;izcﬂ:;n e + Pua ndi dung thao luan. CDR3.3.
5 1.1. Khai niém + Giao bai tap cho cac nhom.
2.1.2. Vi tri, tac dung + Glang vién dénh gid, nhan
2.1.3. No6i dung cong tac van thu xet- e dlf:fl ra ket luan.
2.1.4. Yéu cu dbi véi cong téc vin -Sinhvien:

2 thur + Poc trudc tai ligu:
2.2. Cong tac lwu trir [1]: Chuong 9.10;
2.2.1. Tai liéu lwu trir, [3]: Chuong 1;
2.2.2. Céng téc hru trit. + Lang nghe, quan sat, ghi
2.3. Tinh chét va mdi quan hé giira ggep va gial quyct cac van
fo?g tac van thw va cong tac luu + Lam bai tap c& nhan, theo
“" , nhém trong [1]: Chuong 9.
2.3.1. Tinh chat cua cong tac van + Thao luan.
thu va cérng tac luu trix 4 Lam bai kidm tra.
2.3.2. Moi quan h¢ gitra cong tac
van thu va cong tac luu trir
Chuwong 3: Ky thuit soan thio| 18 [Thuyét trinh; T6 chirc cho | CDRI.3,
vin ban hanh chinh (18LT | sinh vién tranh ludn; To | CPR2.2,
! Muc tiéu chwong: Trang bi cho |, 0TH, Chﬁf hoc .tAheo nhom. CbR2.4.

sinh vién Kién thite vé cc logi van | 2KT) | CHamg vien: CDR3.1,
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Tuin Noi dung giang day gsi?r Phuong phap day-hoc hg?gll} An
ban va cach soan thao van ban. + Giai thich cac khai niém, | CDPR3.2,
Ngi dung cu thé: dinh nghia. CPR3.3.
3.1. Nhirng khai niém v& vin ban + Giao ndi dung thio ludn

o . cho cac nhom.
3.1.1. Khai niém vé van ban. + Giang vién dénh gid, nhan xét
3.1.2. Khai niém Van ban quan ly va dua ra két lun.
Nha nudée. - Sinh vién:
3.1.3 Phan loai van ban quan li nha + Poc trudc tai lidu:
nudc. [1]: Chuong 11 va 12;
3.2. Thé thirc viin ban [3]: Chuong 4;
3.2.1. Khai niém * Lang nghe, quan sat, ghi
3.2.2. Thanh phan thé thirc van ban ;ﬁ;f’thao lun va phan
3.3. Van phong va ngon ngir van +.La‘1m bai tap theo nhom
ban trong tai li¢u [1]: Chuong 3,
3.3.1. Van phong hanh chinh — muyc 3.1-3.4.
cong vu + Théo luén. 7
3.3.2. Ngon ngit van ban * Lam bai kiém tra
3.4. Soan thio mot so vin ban
hanh chinh thong dung
3.4.1. Soan thao Quyét dinh
3.4.2. Soan thio cong van
3.4.3. Théng bao.
3.4.4. Soan thao Bao cao.
3.4.5. Soan thao To trinh
3.4.6. Soan thao Bién ban
Hai Duong, ngay 09 thang 8 nam 2022
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