‘ BO CONG THUONG CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG DH CONG NGHIEP QUANG NINH Péc 1ap — Tw do — Hanh phiic

CHUONG TRINH CHI TIET HQC PHAN
TRINH PO PAI HQC
Nganh/Chuyén nganh dao tao: Quén tri kinh doanh

1. Tén hoc phian: K niing quin tri
2. Loai hoc phan: Ly thuyét
3. Tong s tin chi: 2 tin chi. Trong do (2, 0)
4. B6 mon quan ly hoc phan: Quan tri kinh doanh
5. Piéu kién tién quyét: Hoc sau hoc phan Khoa hoc quan ly
6. Phéin bo thoi gian
- Thoi gian 1én 16p: 30 tiét (2 tiét/tuan)
SH tiét Iy thuyét: 28 tiét
S6 tiét thue hanh: 0 tiét
SH tiét kiém tra: 02 tiét
- Thoi gian tu hoc: 60. tiét
7. Muc tiéu ciia hoc phin
7.1. Kién thire
Hoc xong hoc phan nay, sinh vién duoc trang bi nhiing kién thire va k§ ning

mém, giup sinh vién rén luyén va thuc hanh cic k§ néng hoan thién va phat trién ban
than nhu ky nang quan ly ban than, ky nang quan ly thoi gian, k§ nang quan tri stress,
ky niang tu duy san tao.... Cac ky ndng nay dugc phat trién ddy du s& 1a nén tang dé
sinh vién ap dung vao thuc té cude séng va cong tac sau khi tot nghiépra truong.
7.2. Ky nang
- Hic¢u vé nhom kién thire cic k§ ndng phat trién va hoan thién ban than
- Van dung cac k¥ nang quan tri vao tinh hinh thyre té trong doanh nghiép
- Néng cao kha ning tu duy logic, rén luyén tinh linh hoat cho sinh vién, tao tién
dé cho su phat trién kha nang séng tao
7.3. Thai do

- Sinh vién yéu thich va hirg tht véi hoce phan Ky nang quan tri.

- Sinh vién ¢6 thai do nghiém tuc, cau tién trong qua trinh hoc tap, nghién ciru.

- Hinh thanh va rén luyén cho sinh vién c6 thai d¢ khach quan, trung thuc, khoa
hoc, chu ddo, tinh than hop tac, lam viéc nhom, tac phong lam viéce clia ngudi quan tri
trong tuong lai.

8. NOi dung hoc phin

8.1. Mé ti van tat

Chwong 1. Téng quan vé nghé quan tri va Ky ning quan tri

Gioi thiéu vé nghé quan tri, nha quan tri doanh nghiép, cac déc trung cua nghé

quan tri, cac k¥ ndng co ban cua nha quan tri.



Chuong 2. Ky niing quan ly ban thian

Gioi thiéu khai niém, ndi dung. nguyén tic ciia ky ning quan ly ban than ctia
Peter Druker, k§ ndang én luyén ban thian, Mo hinh tu nhan thirc ban than - Cira s6
Johari,...

Chuong 3. Ky nang quan ly thoi gian
Gi6i thiéu khai niém, tam quan trong cua quan ly thoi gian trong quan tri doanh
nghiép, Cic thé hé quan ly thoi gian, cac budc quan 1y thoi gian hidu qua, cic cach sir
dung thoi gian hiéu qua....

Chuong 4. Ky nang quan tri Stress
Gidi thiéu (ong quan vé Stress, cac nguyén nhan gy ra Stress trong cong viéc va cach
thirc duong dau véi tinh trang stress

Chuong 5. K§ niang tu duy sang tao

Gioi thiéu tong quan vé k¥ nang tu duy sdng tao, cdc hinh thirc, phuong phép
va cac budc hinh thanh kha k¥ ndng tu duy sang tao.

Chuong 6. Xdy dyng thwong hi€éu ca nhin

Gioi thiéu tong quan vé thung hiéu cd nhan, Phuong phap xdy dung thuong
hiéu ca nhan trong tuyén dung va tim kiém viéc lam

8.2. Noi dung chi tiét hoc phan

Tuén Noi dung LT | B | Thaloe | Nhdgo sy
: (tiet) | (tiet) trudc cia SV
Chuong 1. Toéng quan vé nghé Tai liéu [1] | - Doc trude [1]
quan tri va ky ning quan tri Chuong I |va tai liéu
1.1. Tong quan vé nghé quan tri tham khao
doanh nghiép - Hoan thanh
1 £ - 02 . gt e
1.1.1. Nghé quan tri doanh nghiép cau hoi va bai
1.1.2. Dic trung cua nghé quan tri tap chuong |
doanh nghi¢p
1.1.3. Nha quan tri doanh nghiép
1.1.3. Nha quan tri doanh nghiép Tai liéu [1] | - Doc trude [1]
(Tiép) Chuong 1 |va tai liéu
) 1.2. Tong quan vé ky nang quan tri 02 tham khao
1.2.1. Khai niém - - Hoan thanh
1.2.2. Cac k§¥ nang co ban cua nha cau hoi va bai
quan tri tap chuong |
1.2.3. Cac k§ nang quan tri (Tiép) Tai liéu [1] | - Doc trude [1]
Cau hoi va bai tap Chuong 1, |va tai li€u
3 02 Chuong tham l\(héo ‘
- Hoan thanh
cau hoi va bai
tap chuong 1
Chuwong 2. Ky niang quan ly ban Tai liéu [1] | - Doc trude [1]
4 than 02 Chuong2 |va tai liéu
2.1. Ky nang quan ly ban than - tham khao
2.1.1. Khai niém, ndi dung, nguyén - Hoan thanh

LN

o
o

[ /e



tic cla k¥ ndng quan ly ban than
2.1.2. K¥ ndng quan ly ban than cua
Peter Druker

cau hoi va bai
tap chuong 2

2.2. Ky nang tu hoan lhlen va cén
bang trong cude song

2.2.1.Can bang cac mdi quan hé
2.2.2. Can bang nghé nghiép

2.2.3. Can bang sirc khoe

Tai liéu [1]
Chuong 2

- Doc trude [1]
va tai  liéu
tham khao

- Hoan thanh
cau hoi va bai

2.2.4. Can bang tinh than 4 tap chuong 2

2.3. Ren luyén ky nang ban than

2.3.1. Phat trién k¥ nang c4 nhan

2.3.2. Mo hinh tu nhin thic ban than

— Cira s6 Johari

.2.3.2. M6 hinh ty nhén thire ban than Tai liéu [1] | - Doc trude [1)]

— Ctra s0 Johari (Tiép) Chwong 2,|va tai liéu

2.4 I'ri tué cam xac (EI) chuong 3 tham khao

2.4.1. Khai niém, dic diém cua tri tué - Hoan thanh

cam x(c cau hoi va bai

2.4.2. Vai tro cua tri tu¢ cam xuc tap chuong 2

trong quan tri 02

Cau hoi va bai tap

Chuong 3. Ky ning quan ly thoi

gian

3.1. Quan ly thoi gian

3.1.1. Khai niém, loi ich cua quan ly

thoi gian

3.1.2. Tam quan trong cua quan ly Tai liéu [1] | - Poc trude [1]

thoi gian trong quan tri doanh nghiép Chuong3 |va tai liéu

3.1.3. Ky nang quan ly thoi gian hi¢u tham khao

qua - Hoan thanh

3.2. Cic thé hé quan ly thoi gian cau hoi va bai
— . ity 02 i

3.2.1. Thoi quen dung thoi gian tap chuong 3

3.2.2. Cac thé h¢ quan ly thot gian

3.3. Nhitng yéu td giy lang phi thoi

gian

3.3.1. Khai niém

3.3.2. Nhiing yéu (0 gdy lang phi thoi Tai liéu [1] | - Doc trude [1]

glan Chuong3 |va tai li€u

3.4. Cac bude quan ly thot gian higu tham khao

qua - Hoan thanh

3.5. Cach st dung thoi gian hiéu qua 02 cau hoi va bai

3.6. Nguyén ly 80/20 trong quan ly B tap chuong 3

thoi gian (Nguyén ly Pareto)

3.6.1. Nguyén ly 80/20

3.6.2. So dd ma tran quan ly thoi gian

Cau hdi va bai tap

Kiém tra gitra ky 0 Tai liéu [1] | - Poc trude [1]

Chuong 3

va tai lidu
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tham khao

- Hoan thanh
cau hoi va bai
tap chuong 3

Chuong 4. Ky ning quan tri Stress
4.1. Tong quan vé Stress

4.1.1. Khai niém, dac diém cua Stress
4.1.2. Phan loai Stress

4.2. Cac nguyén nhin gdy ra Stress

Tai liéu [1]
chuong 4

- Doc trude [1]
va tar  liéu
tham khao

- Hoan thanh
cdau hoi va bai

10 |, p - 02 .
trong cong viéc tap chuong 4
4.2.1. Ap luc vé thoi gian
4.2.2. Xung dét trong t6 chirc
4.2.3. Moi truong va hoan canh
4.2.4. Tam ly dé phong
4.3. Duong dau v6i Stress trong cong Tai liéu [1] | - Poc trude [1]
viéc Chuong4 |va tai liéu
43.1. Khdc phuc cic nguyén nhan tham khao

v gay ra Stress 02 - Hoan thanh
4.3.2. Tang kha ndng phan tng cua - cau hoi va bai
ban thin tap chuong 4
4.3.3. Mot s6 ky thuat giam Stress
Cau hoi va bai tap
Chuwong 5. Ky nang tu duy sing Tai liéu [1] | - Doc trudce [1]
tao Chuong 5 |va tai liéu
5.1. Tong quan vé ky nang tu duy tham khao
sang (ao - Hoan thanh
5.1.1. Khai niém cdu hoi va bai
5.1.2. Tam quan trong cua k¥ ning tu tap chuong 5
duy sang tao
5.2. Cac hinh thire tu duy sang tao
5.3. Mot s6 phuong phap tr duy sdng

12 | tao 02
5.3.1. Phuong phap dbi twong tiéu
diém
5.3.2. Phuong phap tu duy hé théng
5.3.3. Phuong phap thu va sai (Trial
& Error)
5.3.4. Phuong phap DOIT
5.3.5. Phuong phap SW1H
5.4. Cac budc hinh thanh tu duy sang
tao
5.4. Céac bude hinh thanh tu duy sang Tai liéu [1] | - DPoc trude [1)
tao Chuong S |va tai liéu
5.5. Mot s0 ky thuat tu duy sang tao tham khao

13 | 5.5.1. Ky thuat dong ndo 02 - Hoan thanh

5.5.2. Phuong phdp tu duy sau chiée
mu ‘
5.5.3. Ban do tu duy

ciu hoi va bai
tap chuong 5
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Cdu hoi va bai tap

Chuong 6. Xay dung thuong hiéu Tailiéu [1] | - Doc trudce [1]

¢4 nhin ‘ Chuong 6 |va tai liéu

6.1. Tong quan v¢ thuong hiéu cé tham khao

nhan - Hoan thanh

6.1.1. Khai niém cau hoi bai tap
14 |6.1.2. Tam quan trong cia thuong | 02 chuong 6

hiéu cia nhan
6.1.3. Cac quy ludt xay dung thuong
hiéu ca nhan
6.1.4. Cac yéu té ciu thanh thuong
hiéu ¢da nhan

6.2. Xay dung thuong hi¢u ca nhan Tailiéu[1] |- Hoan thanh
trong tuyén dung va tim kiém viéc Chuong 6 | cau hoi bai tap
lam chuong 6
6.2.1. Xay dung ho so tuyén dung 02
6.2.2. Ky nang tra 1oi phong van
6.2.3. Ky ning tim kiém viéc lam
Cau hoi va bai tap

On tap cudi mon

15

Tong: 45 tiét 30

9. Nhiém vu cia sinh vién
- Du 16p: Tham du t6i thiéu 70% sb gio hoc trén 16p.
- Doc va tra clru cac tai liéu theo quy dinh cua gido vién trudce khi dén 16p.
- Tham du tit ca cac bai kiém tra dénh gi4, kiém tra qua trinh, bai thi két thuc hoc
phén.
- Dung cu hoc tap: Co dfly du gido trinh, sach tham khao,...
10. Thang diém va hinh thire dinh gia
- Thang diém: 10
- Hinh thirc danh gia:
+ Sinh vién tham du di 70% sb tiét hoc trén 16p.
+ Tham gia bai kiém tra gitta ky, bai thi két thiic hoc phan.
+ Diém kiém tra gitra ky dé diém 1¢ dén mot chit s6 thap phan.
+ Diém thi két thiic hoc phan dé diém 1¢ dén mot chit s6 thap phan.

11. Tiéu chuan danh gia sinh vién

TT|  Diém thanh phin Quy dinh | Trong s6 Ghi chu
Diém thuong xuyén, danh gia ‘, Sinh  vién  khong
1 | nhan thie, thai do thao luén, | diém 10% tham dy du 70% soé
Lhuyén can, lam bai tdp ¢ nha .... tiét hoc trén lop theo
Dié¢m kiém tra gitra ky 402 quy dinh cia hoc
1 ;. A

2 s Bai kiém tra gitra ky A 3% phan trong chuong
T ludn 90 trinh  dao tao thi
3 | Thi két thac hoc phﬁn L LIIC'I,I: 60% kl}éng dugc d}.‘ thi

pin két thic hoc phan
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12. Tai liéu hoe tap

12.1. Tai ligu chinh

[ ] Bai giang Ky ndng quan tri. B moén Quan tri kinh doanh - Trudong Dai hoc
Cong nghi¢p Quang Ninh - 2020.

12.2. Tai liéu tham khao
[2] PGS.TS Ng6é Kim Thanh, Gido trinh Ky ndng quan tri, Trudong Dai hoc
Kinh té qudc dan, 2012.

[3] TS. Nguyén Qudc Tuén, Ths. Nguyén Thi Loan, Gido trinh Phét trién k§
ning quan tri, Truong Dai hoc Kinh té Da Nﬁng, 2008.

Quang Ninh, ngay 02 thang 3 nam 2020
PHU TRACH BO MON  GIANG VIEN BIEN SOAN
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