CHUONG TRINH DAY HQC

(Ban hanh theo Quyét dinh s6 776/QP-DHCN ngay 2 thang 08 nam 2019
cua Hiéu truong Truong Dai hoc Cong nghiép Ha Noi)

Tén chwong trinh : Ctr nhan Quan tri van phong
Trinh d¢ dao tao : Dai hoc

Nganh dao tao : Quan tri van phong

Mi s6 : DH3404061

Hinh thire dao tao : Chinh quy

1. Muc tiéu dao tao

1.1. Muc tiéu chung

Chwong trinh Quan tri vin phong cung cap cho ngudi hoc nhiing kién thirc co ban vé quan
1y, quan tri. Trang bi nhiing kién thure, k¥ nang chuyén sau vé€ cong tac van phong, quan tri van
phong dé ngudi hoc sau khi tot nghié€p c6 thé thuc hién tot nhitng cong viéc ciia mot chuyén
vién van phong hodc quan ly, diéu hanh van phong cua cac co quan, to chuec.

1.2. Muc tiéu cu thé
1.2.1. Vé kién thirc

- Hiéu dugc cac nguyén 1y co ban ctia chii nghia Mac - Lénin, tu tuéng H6 Chi Minh.

- Nam virng kién thirc co ban vé quan trj hoc va kién thirc vé& quan tri van phong.

- Nam viing nghiép vu cong tic vin phong.

- Hiéu vé phap luat, vé tdm 1y hoc quan 1y, yé hé thdng quan Iy hanh chinh Nha nudc va
quan ly diéu hanh van phong trong cac co quan, to chuec.

1.2.2. Vé ky néing
- K¥ ning nghé nghiép
+ Thu thap, xtr Iy, tong hop thong tin phuc vu cong tac quan 1y, 1anh dao

+ Lap ké hoach, chwong trinh, lich cong tic va té chtc trién khai, g1am sat, danh gia viéc
thuc hién ké hoach, nhiém vu hanh chinh van phong trong cac co quan, to chirc.

+ Soan thao dugc cac van ban va quan ly va giai quyet van ban di, dén, van ban ndi bo,
van ban mat; 1ap ho so va quan 1y con dau cua co quan; phan loai tai li¢u, xac dinh gia tri tai
liéu, bao quan va to6 chuc str dung tai li¢u luu trir.

+ Thuc hién duge nhiém vu tham muu cho lanh dao vé cong tac hanh chinh

+ T6 chirc, didu hanh va quan 1y cac hoat dong cia vin phong.
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- Céc k¥ nang khac lién quan

+ Ky nang td churc cac su kién: cac hoat dong tiép khach, dai khach, td chirc hoi hop trong

van phong...

trong

dung

+K¥ nang sir dung cong nghé thong tin trong cong tac quan tri vin phong; cac phin mém
quan ly; st dung cac trang thiét bi van phong.

+ Ky nang lam viéc doc 1ap, lam viéc nhém va k¥ ning giao tiép.

1.2.3. Vé thdi d¢
- C6 dao durc nghé nghiép, ¥ thirc to chie ky lut cao, ¢ tinh than lam viéc theo phap luat.
- C6 tinh than cau tién, hop tac va giup d& dong nghiép.

- Co y thirc xay dung van hoa cong s¢ .

1.2.4. Vi tri lam viéc sau tot nghiép

Sau khi tot nghiép chuong trinh dao tao nay, nguoi hoc c6 thé 1am viée ¢ vi tri:

+ Chuyén vién vin phong hodc quan 1y van phong ctia cac co quan, to chirc, doanh nghiép.
+ Thu ky, tro Iy hanh chinh cho 1anh dao.

1.2.5. Trinh do ngoai ngir, tin hoc
- Co6 nang luc ngoai ngir bac 3 theo khung nang luc ngoai ngit 6 bac cia Vi¢t Nam.

- Pat chuin dau ra k¥ ning st dung CNTT néng cao xac dinh theo chuan k¥ ning st
CNTT quy dinh tai Thong tu 03/2014/TT-BTTTT ngay 11/03/2014 cua B6 Thong tin

va Truyén thong.

2. Thoi gian dao tao: 4 nam

3. Khdi lwgng Kién thirc toan khoa: 146 tin chi

4. Poi twong tuyén sinh: Tt nghiép Trung hoc phd thong, hodc tuong duong.
5. Quy trinh dao tao, diéu kién tot nghiép

Can ctr vao quy ché Pao tao dai hoc va cao ding hé chinh quy theo hé théng tin chi tai

truong Pai hoc Cong nghiép Ha Noi - Ban hanh kém theo Quyét dinh sé 787/QD-PHCN ngay
9 thang 8 ndm 2018 cua Hiéu trudng truong Pai hoc Cong nghiép Ha Noi;

6. Thang diém: Thang diém chit theo Quy ché kém theo Quyét dinh s6 787/QD-DHCN

ngay 9 thang 8 nam 2018 cua Hiéu trudng truong Pai hoc Cong nghiép Ha Noi.

7. Noi dung chwong trinh

S6 tin chi
~ TL/
Mi h s
STT a ¢ Tén hoc phin ) Tt/ | BTL/
phan Tong | LT
TN | DA/
TT
I KIEN THUC GIAO DUC PAI CUONG 47 39 8 0
I.1 Cac mon ly luan chinh tri 11 11 0 0
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S6 tin chi

srr | Mahee Tén hoc phin ) TH/ BTTLL//
phan Tong | LT
TN | DA/
TT
1| LP6010 |Triét hoc Mac-Lénin 3 3 0 0
2| LP6011 |[Kinh té chinh tri Mac-Lénin 2 2 0 0
3| LP6012 |Chu nghia xa hdi khoa hoc 2 2 0 0
4| LP6013 |Lich st Pang Cong san Viét Nam 2 2 0 0
5| LP6004 |Tu twong Ho Chi Minh 2 2 0 0
1.2 Khoa hoc xa hgi va nhin van 9 9 0 0
Kién thire bit bude 7 7 0 0
1| 1203107 |Phap luat dai cuong 2 2 0 0
Ngoai ngir 5 5 0 0
1| 1303176 |Tiéng Anh Thuong mai 1* 5 5 0 0
2| 1303177 |Tiéng Anh Thuong mai 2* 5 5 0 0
3| 1303178 |Tiéng Anh Thuong mai 3* 5 5 0 0
4| 1303179 |Tiéng Anh Thuong mai 4* 5 5 0 0
5| 1303180 |Tiéng Anh Thuong mai 5* 5 5 0 0
6| 1303181 |Tiéng Anh Thuong mai* 5 5 0 0
TcQTVP1 |Kién thirc tw chon (Chon 1 trong 2 hoc phin) 2 2 0 0
1| 1603162 |Van hoa doanh nghiép 2 2 0 0
2| 1403149 |Xd héi hoc 2 2 0 0
L3 Khoa hoc tw nhién - Toan hoc - Tin hoc 15 14 1 0
Kién thire bit bude 12 12 0 0
1| 1003107 |Toéan cao cap 1 3 3 0 0
2| 1003109 |Toan cao cap 2C 3 3 0 0
3| 1003111 |Xéc suét thong ké 3 3 0 0
4| 1003104 |Mb hinh toan kinh té 3 3 0 0
TcQTVP2 |Kién thivc tw chon (Chon 1 trong 2 hoc phin) 3 2 1 0
1| 1603122 |Ly thuyét thong ké 3 2 1 0
2| 1403128 | Phuwong phap nghién cvuu khoa hoc 3 3 0 0
1.4 TcGDTC | Gi4o duc thé chit (Chon tdi thiéu 4 tin chi) 4 0 4 0
1| 0903127 |Béng ban I 1 0 1 0
2| 0903128 |Bdng ban 2 1 0 1 0
3| 0903113 |Aerobic I 1 0 1 0
4| 0903114 |Aerobic 2 1 0 1 0
5| 0903115 |Bdng chuyén I 1 0 1 0
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S6 tin chi

srr | Mahee Tén hoc phin ) TH/ BTTLL//
phan Tong | LT
TN | DA/
TT
6| 0903116 |Bdng chuyén 2 1 0 1 0
7| 0903117 |Boil 1 0 1 0
8| 0903118 |Boi2 1 0 1 0
9| 0903135 |Cdumady 1 1 0 1 0
10| 0903136 |Cdu may 2 1 0 1 0
11| 0903137 |Pd ciu I 1 0 1 0
12| 0903138 |Pd ciu 2 1 0 1 0
13| 0903129 |Bdngré I 1 0 1 0
14| 0903130 |Bongré 2 1 0 1 0
15| 0903139 |Bongdd I 1 0 1 0
16| 0903140 |Béng da 2 1 0 1 0
17| 0903133 |Cau long I 1 0 1 0
18| 0903134 |Cdu léng 2 1 0 1 0
19 0903121 |Karate I 1 0 1 0
20| 0903122 |Karate 2 1 0 1 0
21| 0903123 |Khiéu vii I 1 0 1 0
22| 0903124 | Khiéu vii 2 1 0 1 0
23| 0903125 |Pencak Silat 1 1 0 1 0
24| 0903126 |Pencak Silat 2 1 0 1 0
25| 0903141 |Tennis I 1 0 1 0
26| 0903142 | Tennis 2 1 0 1 0
L5 Giio duc qudc phong - an ninh 8 5 3 0
1| 0903101 |Céng tac qudc phong, an ninh 2 2 0 0
2| 0903108 |Quan sy chung va chién thuat, k¥ thuét ban sing 3 0 3 0
tiéu lién AK (CKC)
3| 0903102 |Puong 16i quan su cua Pang 3 3 0 0
I KIEN THUC GIAO DUC CHUYEN NGHIEP | 99 54 25 20
1.1 Kién thirc co s6 56 37 15 4
IL1.1 Kién thirc co sé ciia khdi nganh 21 16 5 0
Kién thirc bit budc 19 14 5 0
1| 1403132 |Tam ly hoc dai cuong 2 2 0 0
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S6 tin chi

srr | Mahee Tén hoc phin ) TH/ BTTLL//
phan Tong | LT
TN | DA/
TT
2| 1103121 |Nguyén Iy ké toan 3 3 0 0
3| 1403170 |Tam ly hoc lao dong 3 2 1 0
4| 1203110 |Ly luan chung vé vin ban phép lut 3 2 1 0
5| 1403116 |K¥ ning thuyét trinh (Tiéng Viét) 3 3 0 0
6| 1603138 |Quan tri hoc 3 2 1 0
7| 1403177 |T6 chirc hoat dong tap thé 2 0 2 0
TcQTVP3 |Kién thive tw chon (Chon 1 trong 2 hoc phan) 2 2 0 0
1| 1403114 |Ky nang giao tiép 2 2 0 0
2| 1403158 | Hanh chinh hoc dai cuong 2 2 0 0
I1.1.2 Kién thitc co s6 nganh 35 21 10 4
Kién thire bit bude 32 19 9 4
1| 1603112 |[Kinh té bdo hiém 3 3 0 0
2| 1203109 |Luét hanh chinh 3 2 1 0
3| 1403151 |Cong tac van phong 3 2 1 0
4| 1403176 |Ky¥ thuat soan thao van ban. 5 1 4 0
5| 1603171 |Hanh vi té chirc 4 3 1 0
6| 1403165 |Nghiép vu Ié tan 2 1 1 0
7| 1403171 |Tam Iy hoc quan Iy 3 3 0 0
8| 1403164 |Nghi thirc Nha nudc 3 2 1 0
9| 1403168 |Quan Iy hanh chinh Nha nudc 2 2 0 0
10| 1603231 |Thuc tap co so nganh (Nganh Quan tri van 4 0 0 4
phong)
TcQTVP4 Kién thirc tw chon (Chon 1 trong 2 hoc phén) 3 2 1 0
1| 1603176 |Quan hé cong chung 3 2 1 0
2| 1403157 |Hanh chinh cong 3 3 0 0
1.2 Kién thirc chuyén nganh 28 17 10 1
Kién thirc bit budc 25 16 9 0
1| 1603142 |Quan tri van phong 2 2 0 0
2| 1603181 |Thiét ké va phan tich cong viéc 3 2 1 0
3| 1603165 |Chién luoc phat trién ngudn nhén luc 3 2 1 0
4| 1603180 |Tuyén dung ngudn nhén luc 3 2 1 0
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S6 tin chi
~ TL/
Mai h 5
STT an0c Tén hoc phin ) T/ | BTL/
phan Tong | LT
TN | DA/
TT
5| 1603168 |Pao tao va phat trién ngudn nhén lyc 3 2 1 0
6| 1603167 |DPanh gia thyc hién cong viéc 2 1 1 0
7| 1403159 |Hé thong thong tin quan 1y 3 2 1 0
8| 1603232 |Tin tng dung trong quan tri van phong 3 1 2 0
9| 1403166 |Nghiép vu thu ky van phong 3 2 1 0
TcQTVP5 | Kién thive tw chon (Chon 1 trong 2 hoc phain) 3 1 1 1
1| 1403136 |T6 chirc su kién 3 1 1 1
2| 1603175 |Phdp ludt vé lao dong 3 3 0 0
1.3 Thue tap tot nghiép va lam do an/ kho4 luin 15 0 0 15
tot nghiép (hoic hoc thém mét sé hoc phan
chuyén mén thay thé @6 4n/ khéa luin tot
nghiép)
1| 1403175 |Thyc tap t6t nghiép (Nganh Quan tri vin phong) 8 0 0 8
2| 1403156 |Pd an/ khoa luan t6t nghiép (Nganh Quan tri vin 7 0 0 7
phong)
TcTnQTVP |Sinh vién khéong lam dé dn/ khéa lugn tot 7 7 0 0
nghiép dang ky hoc thém 7 tin chi trong cdc hoc
phan sau:
1| 1403153 |Cong tac van thw luu tri trong doanh nghiép 2 1 1 0
2| 1403152 |Cong tac van thu luu trit trong co quan Pang 2 1 1 0
3| 1403161 |K¥ ndng quan Iy va gidi quyét xung dét 3 2 1 0
4| 1603173 |Ky nang lanh dao 2 1 1
5| 1603174 |K§y ndng t6 chire va diéu hanh cude hop 2 1 1 0
6| 1603230 |Ldp ké hoach nghé nghiép 3 2 1 0
7| 1603144 |Tai chinh doanh nghiép 3 2 1 0
Téng toan khoa (Tin chi) 146 93 33 20
Ghi chu:

- Cdc hoc phan ” Tiéng Anh Thwong mai 1”; 7 Tiéng Anh Thuong mai 2”; "Tiéng Anh
Thiong mai 3”; ” Tiéng Anh Thwong mai 4”; va ” Tiéng Anh Thirong mai 5" khéng tinh khoi
lwong tich lity tin chi cua chwong trinh dao tao.

- ¥ sinh vién c6 thé dang ky hoc thay thé bang cdc hoc phan Tiéng Trung Quéc; hodc
Tiéng Han Quoc; hodc Tiéng Nhdt (néu c6).
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