BO GIAO DUC VA PAO TAO

TRUONG PAI HOC MO
THANH PHO HO CHi MINH
PE CUONG MON HOC
1. THONG TIN CHUNG VE MON HQC
1.1. Tén mén hoc: NGHIEP VU THU KY VAN PHONG
1.2. M& mén hoc: SEAS3304
1.3. Khoa/Ban phu tréch: Khoa XHH-CTXH-DNA
1.4. S tin chi: 03 LT (03LT/0TH)

1.5. Piéu kién tién quyét: hoc xong cac mon Tin hoc Pai cuong, Tin hoc tng dung trong
KHXH va Tiéng Anh nang cao.

2. MO TA MON HQC

M6n hoc Nghiép vu Thu ky Vin phong trang bi cho sinh vién nhitng kién thirc co ban
trong qua trinh hoat dong nghiép vu thu ky van trong trong khu vuc nha nudc, tu nhan, cac
co quan hanh chinh, doanh nghiép, cac to chirc nudc ngoai trong nude. Nhitng kién thuc
nay gitp cho nguoi hoc hiéu rd cac cong viéc chu yéu caa mot thu ky nham phuc vy tét
nhiém vu minh dam trach.

3. MUC TIEU MON HQC
3.1. Muc tiéu chung:

Pam bao sau khi hoan thanh mdn hoc sinh vién c6 duoc nhitng kién thirc co ban nhat
vé nghiép vu thu ky van phong, ciing nhu mot s6 nghiép vu co ban trong cong tac vin
phong.

3.2. Muc tiéu cu thé:
3.2.1. Vé kién thirc:

Gitp cho nguoi hoc hiéu rd vai tro, chirc nang nhiém vu cua ngudi thu ky trong cac co
quan hanh chinh sy nghiép thudc khu vuc nha nudc tu nhan va cac té chic trong nude va
nudc ngoai tai Viét Nam, c4c vin dé co ban trong quy trinh 1am viéc, ndi dung, tinh chat
cong viée, cac hoat dong hanh chinh trong cic van phong cling nhu pham chat nghé nghiép
cua mdt thu ky tr giao tiép, xu ly, diéu phé)i, hoach dinh cong viéc, trg ly va tham muu cho
lanh dao trong viéc diéu hanh hiéu qua cong tac hanh chinh vin phong.

3.2.2. Vé ky nang:

Trang bi cho ngudi hoc nhitng ky ning co ban ciia ngudi thu ky nhu giao tiép, t6 chuc,
soan thao van ban, quan 1y vin phong, tham muu va giai quyét cac van dé phat sinh trong
qué trinh 1am viéc tai cac co quan, to chirc va doanh nghiép....



3.2.3. Vé thdi do:

Tao diéu kién cho ngudi hoc c6 thai o hoc tap tich cuc, tu tin, y thic trach nhiém,
tinh than 1am viéc doc 1ap, tdc phong chuyén nghiép va tng xir linh hoat trong cac quy trinh
xt ly cdng viéc théng qua bai hoc, bai tap tinh huéng, thuyét trinh, tu nghién ciu, thao luan
trén 16p va tham quan ngoai khoa.

4. NQI DUNG MON HQC

Chuwong Muc No¢i dung co ban Soltich Tai li€u tw hoc
TC | LT | BT | TH
Chuong 1: | Thé nao la ngudi  [(1) Nghé thu ky. 3|3 - Tai liéu bai giang.
Thu ky van | thu ky van phong? | (2 phan loai thu ky. - Doc thém tai lidu lién
phong (3) Vai tro & nhiém vu ciia mot quan trong phu luc dinh
TKVP. keém bai giang.
Chuong 2: Giao tiép nhu mot | (1) Giao tiép 1a gi? 6 | 4|2 - Tai liéu bai giang.
K§ ning nghé thuat. (2) Céc loai hinh giao tiép. - Doc thém tai li¢u lién
giao tiep. (3) Céc k ning giao tiép. quan trong phu luc dinh
keém bai giang.
Chwong 3: | T6 chie van phong | (1) Phan loai cong viéc. 6 | 4|2 - Tai liéu bai giang.
K nang to (2) T6 chuc sy kién. - Poc thém tai liéu lién
chic. (3) Cong tac chuan bi va diéu hanh. quan trong phy lyc dinh
keém bai giang.
Chuong 4: Thong tin van (1) Phén loai théng tin. 6 | 4|2 - Tai liéu bai giang.
K§ nang thu | Phong (2) Thu thap va chon loc thong tin. - Doc thém tai ligu lién
thap, xu ly (3) Xir Iy va luu trix thong tin. quan trong phu luc dinh
théng tin. kém bai giang.
Chuong 5: Quan ly van ban (1) Phén loai van ban. 6 | 4|2 - Tai liéu bai giang.

K$ nang (2) Quan ly van ban. - Doc thém tai li¢u lién
soan  thao (3) K§ thuat soan tho van ban. quan trong phu luc dinh
van ban (1). kém bai giang.

Chuong 6: Soan thao van ban | (4) Ghi bién ban. 6 | 4|2 - Tai li¢u bai giang.
Ky nang (5) Soan béo céo - Poc thém tai liéu lién
soan  thao (6) Van ban hanh chinh, thu tin cé4 quan trong phu lyc dinh
van ban (2). nhan. keém bai giang.
Chuong 7: Cong tac trg ly (1) Theo ddi cbng viéc. 6 | 4|2 Tai liéu bai giang.
K§ niang (2) Chon loc va phét hién vén de. - Boc thém tai liéu lién
tham muu. (3) Tham muu va dé xuét. quan trong phu luc dinh
kém bai gidng.
Chuong 8: | Lam viéc hiéu qua | (1) Tir méi trudng truyén théng dén| 6 | 4 | 2 Tai liéu bai giang.
Nguoi  thu van phong hién dai. - Doc thém tai liéu lién
ky hién dai. (2). Van hoa thu ky. quan trong phu luc dinh
(3) Co hoi va thir thach cho nghé thu kem bai giang.
ky trong thai ky hoi nhap.




5. TAI LIEU THAM KHAO:
5.1. Tai liéu chinh:
[1] Duvong Vin Khém, Nguyén Hitu Thoi, Tran Hoang (1997), Nghiép vu thie ky vin phong,
Chinh tri Quoc gia.
5.2. Tai liéu tham khao:

[1] Kenneth Thomson (2007), English for Meetings, Oxford.

[2] Mark Powell (2002), Presenting in English, Thomson Heinle.

[3] Mike Havey (2008), Qudn tr; hanh chinh vin phong, Nha xuat ban théng ké.

[4] Nguyén Hitu Than (2004), Qudn tri hanh chinh vin phong, Nha xuat ban théng ké.

[5] Pong Thi Thanh Phuong, Nguyén Thi Ngoc An (2005), Nghiép vu thu ky gidm doc
trong thoi dai moi, Thong ke.

5.3. Cac Website:

- http://tailieu.vn/doc/giao-trinh-quan-tri-hanh-chinh-van-phong-ts-nguyen-thi-ngoc-an-
1631576.html

- http://thuvienso.cdspna.edu.vn/doc/giao-trinh-hanh-chinh-van-phong-trong-co-quan-
nha-nuoc-339266.html

6. PANH GIA KET QUA HQC TAP:
Quy dinh thang diém : 10

STT Hinh thirc danh gia Tilé %
1 | Kiém tra giita ky (Viét bao cao chuyén dé, thuyét trinh theo nhém) 40%
2 | Thi cubi ky (Tu luan) 60%
Ghi chu:

- Diém kiém tra giita ky: \a tong sé cia diém bdo cdo chuyén dé va cac diém thanh phan
danh gia theo qua trinh khac (neu co).

- Diém thi kiém tra cudi ky: \a diém ciia 01 lan thi kiém tra tdp trung do nha truong té
chirc.

7. KE HOACH GIANG DAY
7.1. Ké hoach giang day 16p ngay (4,5 tiét/budi)

STT | Budi hoc Noi dung Ghi
chu
1 Budi I | e Trinh bay muyc tiéu cuaa mén hoc; phéd bién ké hoach giang
day; qui dinh hinh thirc 1am bao co chuyén dé.



http://tailieu.vn/doc/giao-trinh-quan-tri-hanh-chinh-van-phong-ts-nguyen-thi-ngoc-an-1631576.html
http://tailieu.vn/doc/giao-trinh-quan-tri-hanh-chinh-van-phong-ts-nguyen-thi-ngoc-an-1631576.html
http://thuvienso.cdspna.edu.vn/doc/giao-trinh-hanh-chinh-van-phong-trong-co-quan-nha-nuoc-339266.html
http://thuvienso.cdspna.edu.vn/doc/giao-trinh-hanh-chinh-van-phong-trong-co-quan-nha-nuoc-339266.html

STT | Budi hoc Noi dung Ghi
chu
e Giang chuong 1: Thur ky van phong.
2 Budi 2 e Giang chuong 2: Ky ning giao tiép, Bai tap thuc hanh.
3 Buoi 3 e Giang chuong 3: Ky ndng t6 chirc, Bai tdp thiec hanh.
4 Budi 4 e Giang chuong 4: Ky nang thu thdp, xir Iy thong tin. Bai
tdp thuc hanh.
5 Budi 5 e Giang chuong 5: Ky nang soan thdo van ban (1). Bai tdp
thuc hanh.
6 Budi 6 e Giang chuong 6: Ky nang soan thdo van ban (2). Bai tdp
thue hanh.
7 Budi 7 e Giang chuong 7: Ky nang tham mwu. Bai tdp thuc hanh.
8 Budi 8 e Giang chwong 8: Nguoi thu ky hién dai. Bai tép thuc
hanh.
9 Buodi 9 e Thuyét trinh lan 1 (theo s6 nhém duoc chia).
10 Budi 10 e Thuyét trinh lan 2 (theo s6 nhém dugc chia).

e Tong két mon hoc + On thi cubi ky.

Tuy theo ndi dung giang day, mdi hoc ky, giang vién c6 thé t chirc mot budi tham quan

thuc té ngoai khoa cho sinh vién vé nghiép vu thu ky van phong tai mot co quan hanh chinh
su nghiép nha nudc, tu nhan, cic doanh nghiép hay céc t6 chirc nudc ngoai tai Thanh phd

Hd Chi Minh.

8. GIANG VIEN BIEN SOAN
e Hovatén: LY QUYET TIEN

e Chirc danh, hoc ham, hoc vi: Tién si

PHU TRACH KHOA

HA MINH TRI




