NGANH QUAN TRI VAN PHONG
1. MUC TIEU PAO TAO

MT1: C6 kién thirc nén tang vé khoa hoc tu nhién, khoa hoc xa hdi, chinh trj va phap luat dap ung
tot cho viéc tiép thu kién thic chuyén nghiép va kha nang hoc tap ¢ trinh d6 cao hon

MT2: Co6 kién thirc toan dién va chuyén sau vé quan tri vin phong nhu tham muu, hoach dinh, ra
quyét dinh va tac nghiép cong viéc chuyén mon, quan ly diéu hanh van phong, danh gia hi¢u qua va
cdi tién hoat dong van phong trong cac co quan, td churc

MT3: C6 k§ nang, pham chat ca nhan va nghé nghiép dé thuc hién cac cong viéc vin phong nhu
van thu, luu trr, thu ky, 18 tan, tham muru, t6 chirc tru s& van phong

MT4: C6 nang lyc ngoai ngit, cong nghé thong tin dap tmg cac yéu cau cong viée vé quan tri vin
phong

MTS5: C6 dao dirc nghé nghiép, co kha ning ty dinh huéng chuyén mén va ti chiu trach nhiém
trong cong viéc

MT6: Co6 nang lyc hinh thanh y tuéng, thiét ké, trién khai, danh gia, cai tién cac hoat dong trong
linh vire quan tri vin phong va phat trién ban than nham dap tmg yéu ciu ciia thyc tién

2. CHUAN PAU RA CHUONG TRINH PAO TAO

TT Noi dung CDR theo ning luc Muc tiéu cu
thé

1 Vian dung kién thirc nén tadng vé khoa hoc ty nhién, khoa hoc x4 hoi, chinh MT1
tri, phap luat, khoa hoc quan tri trong trong linh vuc quan tri van phong

2 Phén tich duoc chirc nang hoach dinh, td chire, diéu hanh, kiém tra trong MT2, MT3,

quan tri van phong MT6

3 Thyc hién va danh gia dugc hoat dong tham muu téng hop, van thu, luu trix, | MT2,
18 tan, thu ky, td chue tru sé van phong, td chire hoi nghi, cudce hop, lap MT3,
chuong trinh, ké hoach cong tac cho co quan MT6

4 | Lap luan tu duy c6 tinh hé thong, nghién ciru khoa hoc chuyén nghiép, giai | MT1, MT3,
quyét cé tinh sang tao cac van dé lién quan dén quan tri van phong MT6

5 Sir dung thanh thao ngoai ngit, tin hoc va cac trang thiét bi vin phong MT4

6 Nhan thue va thue hién tot trach nhiém nghé nghiép, phu hop voi chuin MT5

muc dao duc xa hoi

7 | Kiém chung cac kién thuc, k¥ ning di hoc théng qua hoat dong thyc tién, tir | MT2, MT3,
d6 dinh hudng muc ti€u va xay dung 19 trinh phat trién nghé nghiép MT5, MT6

3. BANG SO LIEU SINH VIEN NHAP HQC VA SINH VIEN TOT NGHIEP HANG NAM




3.1. BANG SO LIEU SINH VIEN NHAP HQC

TT NAM TUYEN SINH SO SINH VIEN NHAP HOC GHI CHU
1 2021 155
2 2022 130
3 2023 120

3.2. BANG SO LIEU SINH VIEN TOT NGHIEP

TT KHOA HOC SO SINH VIEN TOT NGHIEP GHI CHU
1 Khoa 12 79
2 Khoa 13 103
3 Khoa 14 124

4. CHUONG TRINH KHUNG CAC KHOA NGANH QUAN TRI VAN PHONG (K18)

Hoc phan (theo
Sé tin chi mi)
BT | H | Kiéu | Tién
TH/ | L/ | oc | hoc quyé
STT Ma hoc phan | Ténhoc phan | Téng | LT TN |[A ky | phan |t Hoc trudce
I. KIEN THUC GIAO DUC PAI CUONG
Cé
Ngoai tw
L1 khung 30.00 chon
Ly luin Bit
L.2 chinh trij 11.00 budc
Triét hoc 0.0
LP6010 Mac-Lénin 3.0 3.00 |0.00 (O 1
Kinh té chinh trj 0.0
LP6011 Mac-Lénin 2.0 2.00 |0.00 (O 2 LP6010
Chu nghia xa 0.0
LP6012 hdi khoa hoc 2.0 2.00 |0.00 (O 3 LP6011
Lich st Bang
Cong san Viét 0.0
LP6013 Nam 2.0 2.00 |0.00 (O 4 LP6011




Tu tudng HO 0.0
5 | LP6004 Chi Minh 20 [200 [0.00 |0 LP6011
Khoa hoc Co
xa hoi va tw
L3 nhan van 16.00 chon
Kién
thire bit -26.0 | -26.0 0.0
bude 0 0 0.00 |0
Tam ly hoc dai 0.0
1 | BS6030 cuong 20 [2.00 [0.00 |0
Phap luat dai 0.0
2 | LP6003 cuong 20 [200 [0.00 |0 LP6011
TcQTVP
1 2 2 0 0
Van hoéa kinh 0.0
1 | BM6087 doanh 20 1200 |0.00 |0
0.0
2 | TO6078 Xa hoi hoc 20 |[200 [0.00 |0
TeNNC
N1 10 10 0 0
0.0 FL6
1 | FL6335 Tiéng Han 1 5.0 5.00 |0.00 |0 289
0.0
2 | FL6336 Tiéng Han 2 5.0 5.00 [0.00 |0 FL6335
TeNNC
N2 10 10 0 0
Tiéng Anh 0.0 FL6
1 | FL6345 Thuongmail | 5.0 5.00 |0.00 |0 162 | FL6163
Tiéng Anh 0.0 FL6
2 | FL6346 Thuongmai2 | 5.0 5.00 |0.00 |0 163 | FL6345
TeNNC
N3 10 10 0 0
0.0 FL6
1 | FL6339 Tiéng Trung 1 | 5.0 5.00 [0.00 |0 284




0.0 FL6
2 | FL6340 Tiéng Trung2 | 5.0 5.00 |[0.00 |0 285
TeNNC
N4 10 10 0 0
0.0
1 | FL6337 Tiéng Nhat 1 5.0 5.00 [0.00 [0 FL6295
0.0 FLo6
2 | FL6338 Tiéng Nhat 2 5.0 5.00 |0.00 |0 295
Khoa hoc tu
nhién - Co
Toan hoc - tw
1.4 Tin hoc 10.00 chon
Kién
thire bt 0.0
budc 7.00 |(7.00 |0.00 (0
0.0
1 | BS6010 Giai tich 2.0 2.00 10.00 [0
Dai s6 tuyén 0.0
2 | BS6009 tinh. 2.0 2.00 10.00 (O
Ly thuyét thong 0.0
3 | BM6036 ké 3.0 3.00 |0.00 |0
TeQTVP
2 3 3 0 0
BS6009,
0.0
1 | BS6013 Mo hinh toan 3.0 3.00 |0.00 |0 BS6010
Phuong phap
nghién ctru 0.0
2 | BM6046 khoa hoc 3.0 3.00 |0.00 |0
Co
Gido duc tu
L5 thé chét 4.00 chon
Kién
thire bit 0.0
bude 0.00 | 0.00 [0.00 [0




TeGDT

C 0 0
0.0

1 | PE6001 Aerobic 1 1.0 [000 |1.00 |0
0.0

2 | PE6005 Boi 1 1.0 [000 |1.00 |0
0.0

3 | PE6017 Bong ban 1 1.0 [000 |1.00 |0
0.0

4 | PE6003 Bong chuyén1 | 1.0 |[0.00 |1.00 |0
0.0

5 | PE6027 Bong d 1 1.0 [000 |1.00 |0
0.0

6 | PE6023 Bong ném 1 1.0 [000 |1.00 |0
0.0

7 | PE6021 Bong rd 1 1.0 [000 |1.00 |0
0.0

8 | PE6025 Céu léng 1 1.0 [000 |1.00 |0
0.0

9 | PE6031 Céu may 1 1.0 [000 |1.00 |0
0.0

10 | PE6029 Pa céu 1 1.0 [000 |1.00 |0
0.0

11 | PE6035 Futsal 1 1.0 [000 |1.00 |0
0.0

12 | PE6011 Karate 1 1.0 |0.00 |1.00 [0
0.0

13 | PE6013 Khiéu vii 1 1.0 [000 |1.00 |0
0.0

14 | PE6015 Pencak Silat1 [ 1.0 | 0.00 | 1.00 [0
0.0

15 | PE6019 Tennis 1 1.0 [000 |1.00 |0




0.0

16 | PE6002 Aerobic 2 1.0 000 |1.00 [0
0.0
17 | PE6006 Boi 2 1.0 |0.00 |1.00 [0
0.0
18 | PE6018 Béng ban 2 1.0 ]0.00 |1.00 [0
0.0
19 | PE6004 Béng chuyén2 | 1.0 [0.00 |1.00 |0
0.0
20 | PE6028 Bong d4 2 1.0 000 |1.00 [0
0.0
21 | PE6024 Boéng ném 2 1.0 0.00 | 1.00 |0
0.0
22 | PE6022 Bong 16 2 1.0 |0.00 |1.00 [0
0.0
23 | PE6026 Cau l6ng 2 1.0 ]0.00 |1.00 [0
0.0
24 | PE6032 Céau may 2 1.0 0.00 |1.00 |0
0.0
25 | PE6030 Da ciu 2 1.0 000 |1.00 |0
0.0
26 | PE6036 Futsal 2 1.0 000 |1.00 [0
0.0
27 | PE6012 Karate 2 1.0 ]0.00 |1.00 [0
0.0
28 | PE6014 Khiéu vii 2 1.0 [000 |1.00 |0
0.0
29 | PE6016 Pencak Silat 2 1.0 0.00 1.00 | 0
0.0
30 | PE6020 Tennis 2 1.0 000 |1.00 [0
Giao duc
quoc phong Bit
1.6 an ninh 8.50 budc




Cong tac qudc

phong va an 0.0
1 | DC6005 ninh 2.0 2.00 1000 |0
Puong 16i
QP&AN cua 0.0
2 | DC6004 PCS ViétNam | 3.0 3.00 1000 |0
K§ thuat chién
d4u bo binh va 0.0
3 | DC6007 chién thuat 2.0 0.00 [2.00 |0
0.0
4 | DC6006 Quan sy chung | 1.5 1.00 1050 |0
II. KIEN
THUC
GIAO
DUC
CHUYE
N
NGHIE
P
Cé
Kién thirc tw
1.1 co s¢ 54.00 chon
Kién
thire bit 0.0
budc 46.00 | 46.00 | 0.00 | 0
Nhéap moén quan 0.0
1 | BM6143 tri van phong 2.0 2.00 1000 |0
Kinh té hoc vi 0.0
2 | BM6021 mo 3.0 3.00 000 |0
0.0
3 | BM6057 Quan tri hoc 3.0 3.00 |0.00 [0
Kinh té hoc vi 0.0
4 | BM6022 md 3.0 3.00 1000 |0
0.0
5| LP6017 Luat hanh chinh | 3.0 2.00 |1.00 |0 LP6003




Marketing can 0.0
6 [ BM6037 ban 3.0 3.00 |0.00 (O
Quan tri van
phong dai 1.0
7 | BM6144 cuong 4.0 3.00 [0.00 |0
Hanh chinh hoc 0.0
8 | BM6147 dai cuong 2.0 2.00 | 0.00 (O
Ly luén vén ban 0.0
9 | LP6016 phép luat 2.0 2.00 |0.00 (O LP6017
Nghi thuc Nha 0.0
10 | TO6083 nudc 3.0 2.00 | 1.00 O
Nguyén ly ké 0.0
11 | AA6030 toan 3.0 3.00 | 0.00 (O
0.0
12 | BM6120 Bao hiém xa hoi | 3.0 3.00 |0.00 [0
0.0
13 | BM6014 Hanh vi t6 chic | 2.0 2.00 |0.00 [0
K¥ thuat soan 0.0
14 | LP6018 thao van ban 2.0 0.00 |2.00 [0 LP6016
Pao dtric cong 0.0
15 | BM6146 vu 2.0 2.00 |0.00 (O
Thuc tap co so
nganh Quan tri 4.0
16 | BM6145 van phong 4.0 0.00 | 0.00 (O
T6 chirc hoat 0.0
17 | TO6082 dong tap thé 2.0 0.00 |2.00 [0
TeQTVP
3 0 0
K¥ nang 1anh 0.0
1 | BM6027 dao 2.0 0.00 |2.00 [0
K¥ ning lap ké
hoach nghé 0.0
2 | BM6028 nghiép 2.0 0.00 |2.00 |0




K¥ nang quan

Iy va giai quyét 0.0
3 | BM6118 xung dot 2.0 0.00 [2.00 |0
TcQTVP
4 3 3 0 0
0.0
1| LP6015 Luét lao dong 3.0 3.00 [0.00 |0 LP6003
Quan hé cong 0.0
2 | BM6148 ching 3.0 3.00 [0.00 [0
Tam 1y hoc lao 0.0
3 | BS6031 dong 3.0 3.00 [0.00 |0
TeQTVP
5 3 3 0 0
Ly thuyét tai 0.0
1 | BM6035 chinh tién té 3.0 3.00 [0.00 |0
Tai chinh doanh 0.0
2 | BM6149 nghiép 3.0 3.00 [0.00 |0
Kién thirc Co
chuyén tw
11.2 nganh 26.00 chon
Kién
thire bat 0.0
budc 23.00 | 23.00 | 0.00 [ O
Thu tuc hanh 0.0
1 | BM6153 chinh 2.0 2.00 1000 |0
BS6030,
Quén ly hanh 0.0
2 | BM6155 chinh Nha nuéc | 3.0 3.00 1000 |0 LP6003
Quan 1y hé 0.0
3 | BM6150 thong thong tin | 3.0 3.00 [0.00 |0
Quan tri nhan 0.0
4 [ BM6059 luc 3.0 3.00 [0.00 |0
K¥ nang t6
chirc va diéu 0.0
5| BM6137 hanh cudc hop 2.0 0.00 1200 [0




Nghiép vu 18 0.0
6 | TO6084 tan 2.0 0.00 |2.00 10
Nghiép vu thu 0.0
7 | BM6152 ky 3.0 1.00 ]2.00 |0
Quan ly va su
dung trang thiét 0.0
8 | BM6154 bi van phong 2.0 0.00 |2.00 |0
Tin Gng dung
trong quan tri 0.0
9 | BM6151 van phong 3.0 0.00 |3.00 |0
TeQTVP
6 3 0 0
Cong tac van
thu, luu trix
trong co quan 0.0
1 | BM6156 Pang 3.0 2.00 [1.00 |0
Cong tac van
thu, luu trix
trong doanh 0.0
2 | BM6157 nghiép 3.0 2.00 | 1.00 |0
Thuwe tap
tot nghi¢p
va lam d
an/khoa
luén tot Bit
11.3 nghiép 15.00 budc
Khoa luan tot 9.0
1 | BM6159 nghiép 9.0 0.00 |0.00 |0
Thyc tap doanh 6.0 BM6
2 | BM6158 nghiép 6.0 0.00 |0.00 |0 145
Tong sb 132.0
tin chi 0







