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CHUONG TRINH GIAO DUC PAI HQOC

Tén chuong trinh: Quan tri van phong
Trinh do dao tao: Cao dang

Nganh dao tao: Quan tri van phong
Loai hinh dao tao: Tw xa

(Ban hanh tai Quyét dinh s6:4000 /QP — PHTV, ngay42 thang 40 nam 2009
cua Hiéu truong Truong Pai hoc Tra Vinh)

I. MUC TIEU PAO TAO:

1.1. Muc tiéu chung:
Chuong trinh dao tao nganh Quan tri vin phong dugc xdy dung theo phuqng phap

DACUM - mét phuong phap xdy dung chuong trinh dya trén sy phan tich nhu cau, phan
tich nghé nghi€p, phan tich cong vi€c tur cong dong dan cu. Tir viéc phan tich trén méi
xac dinh nghé nghiép can dao tao, ndi dung va phuong phap dao tao. Vi vay co thé noi
chuong trinh dao tao nganh Quan tri van phong du suc dé dao tao ra nhimng sinh vién cé
tay nghé cao c6 kha ning dap ing nhu cau xa hdi.

1.2. Muc tiéu cu thé:

+ Ve pham chat dao dirc:
Tham nhuédn thé gidi quan Méac — Lénin va tu tuong H6 Chi Minh, c6 pham chat

dao durc tot, trung thanh véi su nghiép cach mang cua Dang va Nha nudc, ¢6 nhan cach va
ky cuong, suc khoe, dap ung yéu cau xay dung va bao vé€ To quoc.
+ Ve kié;n' thire: ..
Cung cap nhitng kién thic can thi€t cho mdt nhan vién nganh Quan tr1 van phong
chat lugng cao nhu: Co kién thirc sau rng, trinh d§ chuyén mon va k¥ nang thuc hanh

tot, kha ning gial quyet nhitng van dé thudc chuyen nganh dao tao; y tuong sang tao tim

to1 va ludn co0 nhitng y tudng phat huy nhiing diéu tt dep hon trong nghé nghiép, tinh
than cau tién.

+ Ve kj ning nghé nghiép:
+ K¥ ndng danh may nhanh
+ Sir dung théng thao cic chuong trinh phan mém tUng dung vin phong nhu:
Word, Excel, Access, Power point ...
+ Soan th&o vian ban, thu tin, hop d6ng thuong mai
+ Xu ly thu va c6ng van, luu trit thu cong va dién tu
+ K§ ning giao tiép
~ + Ky nang no1 truéc dam dong
+ T6 chirc thanh céng héi nghi, hdi thao.
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+ Su dung thanh thao trang thiét bi vin phong nhu: may Photo, may Scan, may
Fax, Camera, Tong dai dién thoai,.

+ Sap xép lich lam viéc va to chuc chuyén di cong tac cho lanh dao.

+ Thu thap va xu ly thong tin.

+ B tri phong 1am viéc mot cach hop 1y.

+ Pat trinh d0 Tiéng Anh theo quy dinh cua truong.

+ Am hiéu vé luat Hanh chinh, Doanh nghiép, Lao dong,...

+ Vé kha ndang cong tac:
Sinh vién tot nghiép nganh Quan tri vin phong bic cao dang c6 thé dam nhan cac

vi tri Thu ky van phong, nhéan vién vdn phong, nhan vién van thu, nhan vién € tan .

[1. THOT GIAN PAO TAO: |
Toan bd khoi luong chuong trinh sé& dugc té6 chuc thuc hién trong 03 ndm

(phdn bé trong 06 dot hoc ).

[II. KHOI LUQNG KIEN THU'C TOAN KHOA :
Tong kho1 lugng chuong trinh 1a 77 Tin chi.

IV. POl TUONG TUYEN SINH:
Moi cong dan Viét Nam cé du diéu kién strc khoe, c6 nhu cau hoc tip, di tdt

nghi¢p Trung hoc Pho thong, Bé tac Trung hoc, hodc Trung Cap Chuyén Nghiép trd Ién
déu dugc dang ky du tuyén.

4.1 Hinh thirc tuyén sinh:
Xét tuyén (khéng phdi qua ky thi tuyén). Khu vuc tuyén sinh trong pham vi ca nudc
4.2 Ho so nhap hoc:
MOoi thi sinh dang ky du tuyén phai 14p 01 bo hd so theo miu thong nhét bao gom:
* 01 Phiéu dang ky nhap hoc (theo mau — cé x4c nhan cta UBND cap phuong, xi
noi dang ky ho khau thuong tra, hodc co quan quan ly nhan su, néu la sinh vién,
Hoc sinh c6 thé xac nhan tai trrong dang theo hoc).
* 01 ban sao Bang tot nghiép va Hoc ba THPT/BTVH c6 cong chirng; hoic
ban sao bang tot nghiép THCN, CD, PH c6 cong chung.
* 02 anh mau 3x4 (chup khéng qué 6 thang, tinh dén ngay dang ky du tuyén).
* 03 bao thw dan tem, ghi ré dia chi lién hé nhanh nhat.

V. QUY TRINH DAO TAO, PIEU KIEN TOT NGHIEP:

Quy trinh dao tao va diéu kién xét tot nghiép, cong nhan tot nghiép thuc hién theo
Quyét dinh. 5O 40/2003/QD-BGD&DT ngay 08-08-2003 cua B9 Giao duc va Dao tao Ve

Quy ché t6 chic dao tao, thi, kiém tra, cip chirng chi, vin bang tét nghi€p theo hinh thirc
g1ao duc tir xa.
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V1. THANG PIEM:

+ Thang dlem dung danh gia két qua hoc tap cua sinh vién la thang diém 10.
+ Viée xép loai két qua hoc tip theo thang diém dugc quy dinh nhu sau:

KET QUA

DAT

KHONG PAT

VII. NOI DUNG CHUONG TRINH:

TT THANG DIEM XEP LOAI
] |Tu8dén 10 Gioi
2 | Tu7déncén 8  Kha
3 |Tub6déncan 7 Trung Binh Kha
4 |TuSdéncénb ] Trung binh
5 |Tu4déncand Yéu |
| 6 | Dudgié | Kem

Phan bd chuong trinh chi tiét cho 6 dot hoc cuia chuong trinh gido duc nganh Quan
tri Vdn phong bac Cao dang loai hinh dao tao tir xa cu thé nhu sau:

o DOT 1
STT MON HOC SO | Gurcmv
' - TIN CHI
| | Nhitng nguyén ly co ban cua chi nghia Mac-Lé Nin 5
2 | Tin hoc dai cuong 3
'3 | Ky ndng phuc vu khach hang 2 o
4 | Cosd Van hda Viét Nam - —2_ ]
5 | Ky thuét stir dung phim 1 - —l_-_— |
7 | Phap luéat dai cuong 2
8 | Létdn van phong 2 |
Téng cong 19
o DOT?2
| STT MON HQC Tf[i%Hf | GHI CHU
Tu tudng Ho6 Chi Minh 2 ]
2 Ky thuat su dung phim 2 =

5
6
7

Xu ly vén ban 2

Str dung mang may tinh

Vian hda quoc té

Tong cong

l
2

13
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% POT 3

e ———— e ——

MON HOC

STT

- Puong 16i cach mang ctia Pang cong san Viét Nam
2 | Quan tri hanh chinh 1

A — e —

r- S 0 >
TIN CHI

——————l——————

3 Soan thao van ban

Tiéng Viét thuc hanh
Nghi thirc nha nudc

6 | Luat lao dOng
7

Thuec tap thuc té

GHI CHU

Tong cong 15 .
< DOT 4
STT | MON HOQC SO | GHIcHU
. TIN CHI
] | Luét hanh chinh _ 3
2 | Quan tr1 doanh nghiép 2
3 | Thuc hanh soan thao van ban l
4 | Van thu luu trir 1
5 | Quan tri hanh chinh 2 2
6 | Thiét ké trang web I
Téng cong =
ong cong 10 |
 DOT)S
STT | MON HOQC S0 | GHICHU
| - TIN CHI
I | Nghiép vu ké toan van phong 3
2 | Phép luat vé kinh té thuong mai 3
3 Quan tri ngudn nhén [uc 2 h
; . fmmi—
[ T Ak Owveebngven. 0 .
5 | To chic hoi thao . 1 | B N
o e BN S ec——
P ... 1. .. S LI
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2 POT6

SO

ik sl A

STT | MON HOC

] K¥ nang nghé nghiép

1
2 | Thuc tap tot nghiép 5 ]

3 | Thi tét nghiép hodc 1am khoéa luan tét nghiép

—1—-——-——-——

3
T ong cong 9
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